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Preface 


This Preface describes the contents of ae manual and jedi betes 


how this manual is to be used. 


HOW TO USE THIS MANUAL 


This manual is divided into sixteen chapters. To perform any 
Specific function, refer to the Chapter for that function, as 
listed in the Table Of Contents. — 


It is recommended that everyone read Chapters l and # 2, + #=Ssince 
these om ag provide a general overview of how the Payroll 
module works, as well as providing General Operating Instruc- 
tions for using the Payroll module. 


The Payroll Module User's manual consists of the following 
chapters: | , : 


Chapter 1. INTRODUCTION | 
Provides an introduction and an overview of the Payroll module. 


Chapter aa GENERAL OPERATING INSTRUCTIONS 
Provides generat instructions on how to uSe the Payroll ees 


Chapter 3. ENTERING TIME CARDS 
Describes how to enter Time Cards to the Payroll module. 


Chase 4. CORRECTING TIME CARDS 


Describes how to correct Time Cards which have been previously 


@entered to the Payroll module. 


Chapter oe PRINTING TIME CARDS 


Describes how to print the AEEOES listing the Time Cards entered 
to the Payroll module. 


Chapter 6. POSTING TIME CARDS 
Describes how to perform the posting of Time Card entries to the 


-appropriate Payroll module files in preparation of the 


calculation of the Payroll. 


Chapter 7. CALCULATING THE PAYROLL 


_ Describes how to calculate the payroll as key first step in cal- 


culating wages and also describes how to print reports” on wages 
and deductions. 


Chapter &. PRINTING PAYROLL CHECKS 


Describes how to print the Payroll Checks. 


Chapter 9. PRINTING THE CHECK REGISTER 
Describes how to print the Check Register report. 


Chapter 10. POSTING THE PAYROLL 
Describes how to post the payroll to the Payroll module files. 


, Chapter tis PRINTING THE PAYROLL MASTER LIST 
Describes how to print the Payroll (Employee) Master List 
report, which provides information on employees. 


Chapter 12. PERIOD END WORK & OTHER FUNCTIONS 

Describes how to complete Month-end, Quarter-end and Year-end 
processing, including the printing of reports, such as: the Tax 
and UCI Report, Department Report, 941A Report and W2 Forms. In 
addition, how to exit from the Payroll module to another module 
is described. | 


Chapter 13. INSTALLATION OF THE PAYROLL MODULE 
Describes how to install and anitializge the’ Payroll module. | 


Chapter 14. SYSTEM FILE MAINTAINANCE 
Describes how to examine, add, change, delete and alter 
parameters and information for the Payroll module files. | 


Chapter 15. USING FILE AND SYSTEM UTILITIES ; 
Describes how to use File Utilities to Delete, Clear, Resize and 
Move Payroll files. Using System Utilities to change the System 
(or Report) Date, Prepare and format a new data diskette, print 
a diskette catalog (listing all the files on the diskette) and 
making a Back-up diskette, are also described. 


Chapter 16. OTHER PAYROLL MODULE INFORMATION | 
Describes how to interface the Payroll module to other modules 
and provides information on uSing external printers. | 
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Chapter 1 
INTRODUCTION 


The Payroll Module is a comprehensive and easy-to-use automated 
Payroll system, exclusively available from Compucorp. The 
Payroll Module is a complete module, which may be purchased and 


used aS a part of Compucorp's Integrated Business System (a 
complete Accounting system), or as a Stand-Alone system. The 


purpose of the Payroll Module is to provide the small company 
with a computer system to automate the processing and reporting 
of paying wages to the company's employees. The Payroll module 
is powerful and efficient, yet simple to install and use. 


Compucorp's Payroll module enables the businessman to automate 
his Payroll processing. Even if the user has had no. prior 
computer experience or Accounting background, he (or she) will 
find the Payroll module easy to learn and use, by following the 
instructions in this manual. The system is easy to learn and 
use, because it is based on a conversational approach. The 
computer asks the user questions and/or prompts him for 
information. The computer then processes the information, based 
on the answers the user types in response. If the user responds 


with an invalid entry, the computer usually deletes the 


incorrect response and prompts the user again with the same 
question. | 


Generally, Payroll processing involves the performance of. 
certain functions on a regularly-scheduled basis, for example, 
weekly (such as, entering Time Cards), as well as handling 
functions that deal with processing Payroll checks (such as 
Calculating the Payroll and printing checks for employees) and 
other functions (such as, printing reports). 


Using the Payroll module enables the user to perform such 


Payroll functions as: 


- Entering (and correcting) Time Card information 


- Printing Time Cards 


Posting Time Card information to the appropriate files 


Calculating the Payroll 


Printing the Payroll Checks 


—- ere ee 


- Printing the Check Register” 

- Posting the Payroll to the appropriate files. 

- Printing the Employee (Payroll) acter List Report 
- Closing the Month, Quarter and Year 


- Printing reports associated with Month-End, Quarter- 
End and Year-End, such as: | 


- The Monthly Tax and UCI Report 
- The Monthly Department Report 
- The Quarterly 941A Report 

- W2 Forms 


In addition, the Payroll module has a System Maintainance 
function (on a separate diskette), which enables the user to 
maintain the Payroll files. (These files are described later in 
this chapter). Maintainance allows the user to examine the 
contents of any file, make additions, changes and deletions, as 
needed, and generally correct any errors. system Maintainance 
also allows the user to structure accounts in accordance with 


his own requirements, control Payroll processing and perform a_ 
wide variety of related system functions. ; 


The user enters Payroll information to the Payroll module by 
selecting the appropriate function for that kind of entry from a 


"Menu" or list of functions, which is automatically displayed on 
the screen by the computer. There is. one Menu for all the 
different types of functions associated with Payroll Processing 
and another Menu for System Maintainance functions (such as 
examining a particular file). . 


AYROLL FU Ns 


The Payroll module is divided into the following general types 
_ of functions: Time Card processing, Payroll Check processing, 


Posting, Closing and Other processing, and system maintenance. 
The complete Payroll module resides on two program diskettes and 
one Or more data diskettes. All the functions except for System 


maintenance are located on the first program diskette. system 
maintenance is located on the second diskette. : 
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When the user enters information, such as a entering Time Card 


information on an employee, he chooses the Menu selection for 


the function which applies to that type of entry. For example, 


if entering a Time Card to the Payroll module, he chooses the 
Menu selection for the function, "ENTER Time Cards". The 
computer responds by displaying a screen (or aé_e series of 


screens) with items to be entered for that Time Card (such as, 


Employee number, the date, the Hours Worked, Overtime, Vacation 


time, Sicktime, etc.) The user types in the appropriate 
information for each item and the Time Card is entered to the 


Payroll module. 


Information for paying Hourly employees is entered through the 


"Enter Time Cards" function on the Menu for performing Payroll 
functions (called the "Primary Option Menu"). This information 
(on each Hourly employee) is stored in a computer file, called 
the Time Card file. A computer file is similar in function to an 
Ordinary paper file. The file consists of a series of records 
(or lines), which contain information on a specific Time Card, 
employee, Department, etc. The Time Card file contains all the 
Time Card information for the current Payroll period, whether 
Weekly, Biweekly, Monthly, etc. The user may correct and print 


Time Cards based upon information stored in the Time Card file, 


by specifying the functions to perform these activities on the 
Primary Option Menu. ~ 


When the user is ready to calculate the Payroll and _ produce 
Payroll Checks, he posts (or transfers) the Time Card inform- 
ation from the Time Card file to another computer file, called 
the Accrual file. This is done through the Primary Option Menu 
function, called "Post Time Cards" Information on Salaried 
employees iS posted from. the Employee (Payroll) Master file, 
which contains information on all the employees in the company. 
Using information in the Accrual file and the Employee (Payroll) 


Master file, the user can specify the Primary Option Menu 


function called "Calculate Payroll", in order to calculate the 
Payroll for all employees (Salaried and Hourly) and store this 


information in the Accrual file. 


The user can now print Payroll Checks and the Check Register 


- report, uSing the Primary Option Menu functions for these 


activities, The computer performs these fuctions using the 
information stored in the Accrual file. 


Once the Payroll Checks and the Check Register report have been 
printed, the Payroll Module files must be brought up-to- 
date (through the Primary Option Menu function, "Post Payroll"). 
Posting the Payroll brings the Payroll Module eee reaate and is 
a eapsece part of Payroll processing. 


The Payroll Module also provides functions to Close the Month, 
Quarter and Year and to print Payroll reports which are 


associated with the end of a buSiness time period, such as Tax 
and UCI reports, Department reports, 941A Pepe tS W2 forms and 


SO On. | 
THE PAYROLL MODULE FILES 


All the information used by the Payroll Module is stored in 
computer files, which are contained on a diskette, called the 
"Payroll Data diskette" or "IBSDATA". All of these files are 
briefly described below. 


The Time Card file is a temporary file, which contains all the 


Time Card information (on Hourly employees) entered to. the 
Payroll Module for the current Payroll period. This file is 
Cleared (i.e., erased) when the Time Card pci Slip is posted 
to the Accrual file. 


The Accrual file contains the information from the Time Card 
File and the Employee (Payroll) Master file, which is used by 


the computer to calculate wages and print Paychecks. After the - 


information in this file is used to calculate wages, print 
Paychecks and print the Check Register report, the information 
in this file is posted to the appropriate Payroll Module files, 
in order to bring the Payroll Module up-to-date. Once the 
information has been posted to the appropriate Payroll Module 
files, the Accrual file is cleared, so that it can receive new 
data for the next Payroll eek ark | 


EMPLOYEE (PAYROLL) MASTER FILE 


The Employee Master file contains relevant information on every 
employee in the company, such as the employee's name and 
address, Social security number, Workmen's Compensation code, 
number of State and Federal Tax exemptions, Marital status, 
Department, Withholding Tax information, Hourly wage or Salary, 
Employee's Start Date and Termination Date, FICA Withholding 
Limit, etc. 


R-TO-DATE 
The Year-to-Date Totals file contains information on each 


employee's hours, vacation time, Sick time, earnings, taxes, 
Geductions, net pay, etc. for the Month, Quarter and Year-to- 


date. Information is posted to this file from the Accrual file 


during the Post Payroll process. 
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SCHEDULED DEDUCTIONS FILE 


‘The Scheduled Deductions file contains a listing of Scheduled 


Deductions for each employee. Each deduction lists the type of 
deduction, the amount to be deducted and the Payroll period(s) 


when the deduction is to be taken. 


DEPARTMENT MASTER FILE 


The Department Master file contains information on each 
department within the company. This file lists the General 
Ledger accounts to which this Department's payroll is to be 
posted, the Labor Hours, Labor Dollars and Budgeted Dollars for 
this Department for the Month-to-date, Quarter-to-date, Year-to- 
date and so on. Information is posted to this file from the 
Accrual file during the Post Payroll process. 


TAX TABLE PILES 
There are three Tax Table files: 


- Federal Tax Table file 
- State Tax Table file 
- Local Tax Table file 


Each of these files contains the tables and information which 
allow Federal, State and Local (if any) Withholding Taxes to be 
calculated for each employee. 


The General Ledger Table file contains a listing of General 


Ledger accounts to which the Payroll may be applied. The General 


Ledger accounts are listed by account number and a description. 


The Payroll Summary file contains a complete summary of the 
Payroll information for each day of the Month, for the current 
Month-to-date. Payroll information is summarized by day and by 
category (i.e., Total Earnings, Net Pay, etc.). Information is 
posted to the Payroll Summary file from the Accrual file during 
the Post Payroll process. The Payroll Summary file is set to 
zero for each day during the Month-end Closing process. 


STATUS FILE 
The Status (or Control) file is used to séntec? Payroll 


processing. The Status file contains information to allow the 
Payroll module to interface with hardware (such as the Printer) 


and with other modules in the Integrated Business System, as 


well as specifications to control processing and define the 
other Payroll files. : | 


a 


The Payroll Description file contains a listing of text descrip- 
tions for Scheduled Deductions, Other Pay categories (both Tax- 
able and Non-Taxable), and Non-scheduled Deductions. These des- 
criptions appear on the screen during the performance of various 
Payroll functions, such as Entering Time Cards. | 
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The System Maintenance functions are located on the _ second 
Payroll diskette (labelled PRMASTER2). System Maintainance 
allows the user to examine the data in the files, enables’ the 
user to perform various operations on the Payroll files, as well 
as to use System Utilities to perform a variety of functions. 
The File Maintainance functions which may be performed can be 
summarized, as follows: 3 


i Employee Master - Employees may be added, updated or 


deleted. | 
2. YTD Totals _ = YTD values may be added and updated. 


3. Scheduled Deductions - Scheduled Deductions may be added, 


updated or deleted. 


4. Department Master - New departments may be added,current 
| departments may be updated and/or 
deleted. oe 
5. Tax Tables - Tax Tables may be revised, as needed. 
6. General Ledger - General Ledger Accounts and Descrip- 
| | tions may be added, deleted and/or 
changed. 
7. Payroll Summary = Items in the Payroll Summary may be 
| updated. 
8. Status (Control) - Update entries in the Status file. 
9. Payroll Description - Descriptions may be added, deleted 


or changed. 


Additional functions provided on the Payroll System Maintainance 
diskette include the following System Utilities: 


ata general file utility which allows the files to be: 
- Cleared 
- Built 

Deleted 

Resized 

Moved 
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2. The report date can be changed. 


3. A new data diskette can be created. 


4. A diskette can be cataloged. 


5. A diskette may be backed-up; that is, a copy of all the in- 


formation on a data diskette can be copied to another disk- 
ette,to insure that the data cannot be lost for any reason. 


6. Exit from the Payroll module 


to another module. 


Chapter 2 
GENERAL OPERATING INSTRUCTIONS 


_ This chapter provides the beginning user with the basic 
information needed in order to use the Payroll Module. The 
Module is easy to learn and use, because it is based on a 


conversational approach. The computer asks you questions and _ 


processes information based on the answers you type in response. 


If you make an invalid response, the computer generally deletes 


the incorrect response and prompts you again with the same 
question. 


This chapter describes how to start and stop the Payroll Module 
operations, as well as how to handle the basic functions of the 
Module. Throughout the rest of this chapter (and throughout the 
remainder of this manual), it is assumed that the computer and 
other related equipment, such as the printer, is properly hooked 
up and turned on. In addition, it is assumed that the Module is 
installed and that the appropriate Module files have been 
Created and are ready to be used. Refer to the Compucorp 
Operator's Manual for your Computer Model, for information on 
hooking up and turning on your computer, as well as for 
information on handling diskettes. 


) 


ned on a set of magnetic diskettes. 
These diskettes are also called "minidisks," "floppy disks," 
"floppies," and so on, but throughout this manual they are 
referred to as "diskettes." The Payroll Module is contained on 
three kinds of diskettes; | | 


The Payroll Module is contai 


1. The Payroll Module diskette, also called PRMASTER1. 


This diskette contains the program that tells the 
computer how to perform Payroll Module processing, 
such as entering and printing Time cards; posting Time 
cards and calculating payroll, Check processing and 
other functions, such as printing reports, Closing, 
etc. 3 : 
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2e The Payroll Maintainance diskette, also called 
-PRMASTER2. This diskette contains the program that 
enables the user to maintain the Payroll files and 
provides System utilities to perform a variety of 
functions, such as File utilities (for building, 
Clearing, resizing, moving and deleting files), 
preparing new diskettes, creating back-up diskettes, 
etc. | | | 


3. The Payroll Data diskette, also called IBSDATA. (A 
number may be. appended to the name, e.g., IBSDATAI1, 
IBSDATA2, etc. on the label). This diskette contains 
the data files. These files contain the data on 

Employees, Departments, Taxes, accounts, etc., which 
is stored and used by the Payroll Module. For larger 
Systems, more than one IBSDATA diskette may be used. 


Always remember to hold the diskette on the side where the 
labels are attached. The oval slot should not be touched, nor 
Should the diskette ever be brought near a magnet. Follow the 
diskette handling instructions in the Compucorp Operator's 
Manual for your computer. 


Each diskette has a small rectangular notch on one side of the 
diskette. This notch is used to prevent the accidental loss of 
information from the diskette. If the notch is covered by a tab, 
you may change or add information on that diskette. If the notch 
is not covered, the information on that diskette cannot be 
changed. This is a "“FAIL-SAFE" feature of the Module, because if 
a tab should accidently fall off, the information on that 


diskette is thereby protected. Never attempt to add, change or 


delete any information to a diskette unless the notch is covered 
by a Tab. | | 


STARTING THE PAYROLL MODULE 


Assume that the computer is switched on and you are ready to 


begin. Normally, the screen is blank, except for a_ small 


blinking white rectangle, which is called the "cursor". The 
cursor performs two primary functions: it acts as a guide, by 
Showing you the exact position on the screen that is of current 


_ interest; the blinking cursor also acts as a prompting device. 
It signals that the computer is waiting for your response. 


INSERTING THE DISKETTES 
At this point you must determine whether you are going to do 
normal Payroll processing, or maintainance on the PAYROLL files, 


If you are doing normal PAYROLL processing, insert the Payroll — 


Module diskette (PRMASTER1) into the left-hand slot as you face 
the machine. The left-hand slot is also called "Drive 0," or the 
"Left Drive" If you are doing Maintainance processing, insert 
the Payroll. Maintainance diskette (PRMASTER2) into Drive 0. Be 
sure to click the diskette into place and lock it = before 
proceeding. CAUTION: Always hold a diskette by the label side 
and NEVER insert a diskette into a Drive when the computer is 
turned off. 


Once the diskette is inserted, you may notice three things: 


1. A red light next to the drive may go on (or on and 


off). This indicates which st aged is currently 
Operating. 

2. Clicking sounds. 

3. Computer code appears on the screen. These activities 


are part of normal computer processing and need not 


concern you. They require no action on your part. 


In a. similar manner, insert and lock the Payroll Data diskette 


(IBSDATA) into the Right-hand drive (called Drive 1). If you 


have not already done so, the computer prompts you to insert the 
IBSDATA diskette and press the RETURN key to proceed. 


A aieplay message appears on the screen. For example: 


COMPUCORP PAYROLL MODULE v1.00 


The message indicates the Module (in this example, the PAYROLL 
Module) and the Module version (in this example, version v1.00) 


being used. Use this message to verify that the correct Module 


diskette is in Drive 0. At this point, the computer prompts you 


for the report date. 


Enter the report date, using two numeric digits for the month, 


day and year respectively. Dashes (-) and slashes (/) may be 


optionally used to separate the month, day and year. For 


example, to enter JANUARY 9, 1980 as the report date, any of the 


following entries are acceptable: 
01-09-80 


01/09/80 
010980. 
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Enter either today's date or the date you wish to assign to the 


report you are working on and press the RETURN key. The computer 


displays the date entered and prompts to verify that the date is 
correct. Enter Y (for YES) or N (for NO) and press the RETURN 
key. If the displayed date is incorrect, enter the correct date 


and respond Y to the correct date prompt, which is repeated. The 
Report Date has no direct effect on Payroll Module processing. 


All entries typed at the computer keyboard end by pressing the 
RETURN key. Pressing the RETURN key causes the entry to be 


transmitted to the computer for processing. Up until the RETURN 


key is pressed, you may backspace (using either the RUB OUT or 
the Left-arrow key) and correct the entry for that particular 
item. | 


At a number of places in the Payroll Module, you are _ prompted 
with a question to be answered either Yes or No. Enter Y (for 
YES) or N (for NO) followed by the RETURN key, in order to 
resume procesSSing. Pressing the RETURN key without entering 
either Y or N, causes the question to be repeated. 


Prior to presSing ‘the RETURN key, you may Backspace using the 
"Backspace" or “RUB OUT" key, to correct your mp | 


The Payroll Module is based on a system of Menus and Screens. 


Menus and Screens are described below. 
MENUS © 


AD Ment is a list of specific functions to be performed, such as 
Enter Time Cards, Post Time Cards, Print Payroll Checks and _ so. 
on. You select the function to be performed by entering the 
number associated with that function on the Menu, in response to 
the ENTER MENU SELECTION ==> prompt. 


Each of the two Payroll diskettes has a single basic Menu. 
Figure 1 shows the Payroll (PRMASTER1) Module Menu, which is 
called the Primary Option Menu. This Menu is used to perform all 


the Payroll functions, except for the maintainance of the | 
Payroll files. , 


Pe 


Screen ] ==== COMPUCORP PAYROLL MODULE V1.00 ==== 04/14/80 


Primary Option Menu 
1. ENTER Time Cards 
2. CORRECT Time Cards 
3. PRINT Time Cards 
4. POST Time Cards 


« CALCULATE PAYROLL 

« PRINT Payroll Checks 
- PRINT Check Register 
» POST Payroll 


» PRINT Payroll Master List 
« PERIOD END WORK | : 
- EXit to another Module 


Figure 1. Payroll Primary Option Menu. 


To initiate a specific function, enter the number associated 
with that function, followed by pressing the RETURN key. For > 


example, to initiate the entry of Time Cards, enter 1 in 
response to the prompt, as follows: ee 


ENTER Menu Selection ==>] 


The computer responds by displaying the appropriate screen to 
initiate the entry of Time Cards. 


Figure 2 illustrates the PAYROLL System Maintainance Menu, which 
is used to perform maintainance on the Payroll Module files, and 
also provides various system Utilities to perform the functions 
indicated. i | ey , 


-12=- 


i. 6 6 6 tie Ge 06 616 66 6.6 6.6.» 0.0.0.0.0.6.0.0.0,9,0:9-D: 


e 


ee ee ee ee ee eee ee eee ee ee 


Screen 2 ==or== ‘COMPUCORP PAYROLL MODULE V1.00 ====== 04/14/80 
FILE MAINTAINANCE UTILITIES 
l. Payroll Master 10. File Utilities 
2. YTD Totals 7 ll. Change the System ee Date 
3. Scheduled pedustion | 12. Prepare a New Disk 
Department Master | 13. Print a Disk Catalog 


5. Tax Tables 14. Create a BACK-UP Disk 
6. General Ledger Tables . 

7. Payroll Summary | 

8. Status (Control) © 15. EXIT to another Module 

9. Payroll Description 


ENTER Menu Selectién =e 


- Figure 2s PAYROLL System Maintainance Menu. 


To initiate a Maintainance function, enter the number associated 
with that function in response to the “ENTER Menu Selection" 
prompt. For example, to access the Payroll Master file (e.g., to 


_. Change an employee number), enter 1, in response to the "ENTER 
Menu Selection" prompt. 


SCREENS 


Data for a specific function, such as entering Time Card 


information, is provided by filling in the items on a_e screen 
display, called a "screen". Each item on the screen is filled in 
turn and you move from one item to the next by using the RETURN 
key. Usually you either fill in an item and then use the RETURN 
key, Or you just use the RETURN key for that item and the 
computer handles that item automatically (either by leaving it 
blank or setting it to a preset value). When the computer 


handles something automatically, this is said to happen “by 


Default." Certain items on a screen cannot be handled by Default 
and an appropriate value must be entered for that item. : 


All iene on a screen must be dealt with one by one, either by 


entering the appropriate information or by default. Some 


operations require more than one screen. The cursor indicates 
your current position on the screen. How to handle a specific 
screen is described later in this manual, in the appropriate 
section for that screen. = | | 
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SCREEN NUMBERS 


Bach screen is identified by a title and a Screen Number. The 
Screen Number indicates which screen is displayed, according to 
the decimal digit displayed. For example, the Screen Number of 
the Enter Time Cards screen is 1.1. The first 1 indicates that 


this screen comes from the Primary Option Menu (Screen 1). The 


second 1 indicates that this is the screen for Menu Selection 
Number 1 (Enter Time Cards). 


RETURNING _MEN 


At any point while working on an activity or on ae specific 
screen, you may want to restart the screen, return to the last 


previous screen, or return to the primary Menu. This may be 


accomplished at any time, providing that the computer is waiting 
for a response from you and not in the middle of executing. To 
return to a screen or menu, use the rightmost three keys in the 
Single row of blank keys at the top of the keyboard. Use these 
keys in conjunction with the SHIFT key (the SHIFT key must be 
held down while the appropriate key is pressed), as follows: 


TO: : | USE KEYS: 
Return to the Primary Menu | SHIFT and 20 teightmost key) 
Return to the previous screen SHIFT and 19 (lst from right) 
Restart the current screen SHIFT and 18 (2nd from right) 


Immediately interrupt pro- aed | 
cessing and return to the CTRL and 20 (rightmost Key) 
Primary Menu | ; | | 


Note that the user does not have to wait for a prompt to inter- 
rupt procesSing at any time and immediately return to the Pri- 
mary Menu. To interrupt processing at any time, use the Control 
key (CTRL) together with key 20 (the rightmost key at the top of 
the a 
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You may terminate processing at any time. To terminate use the 
following procedure: | | 


le 


Return to the Primary Menu, by uSing the SHIFT key in 
conjunction with key 20 (the rightmost key at the top 


of your keyboard). Or terminate by using the CTRL key 


in conjunction with key 20. Alternatively, many fun- 
ctions -terminate by automatically returning to the 


Primary Menu. Do not attempt to terminate without 


returning to the Primary Menu, or data may be lost 
or damaged. Normally, Back-up diskettes (to insure 
that data is not lost if the Data diskette is damaged 
Or otherwise lost) are made at this time. Refer to 
Chapter 15, Using File and System Utilities, in this 
manual for information on making Back-up diskettes. 


At this time, you can terminate processing or exit to 
another Module. To terminate processing, remove the 
diskettes from the drives and place them back into 


their envelopes with the labels showing. CAUTION: Do 


not attempt to remove a diskette from a drive if the 
red light for that drive is on. | 


To initiate another Module, enter the number associa- 


ted with the EXIT to another Module function, in re- 
sponse to the ENTER Menu Selection prompt. For exam- 
ple, to exit from the Primary Option Menu to the Pay- 
roll Maintainance Menu, enter ll, in response to the 
"ENTER Menu Selection" prompt. Then, as instructed, 
Remove the diskette from Drive 0, insert and lock the | 
diskette for the desired new Module into Drive 0 and 
press the RETURN key. 3 
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Chapter 3 


ENTERING TIME CARDS 


This chapter describes how to enter Time Cards to the Payroll 


Module. Entering a Time Card creates the data necessary to 


calculate the payroll, print payroll checks and post the Time 
Card and payroll information to the appropriate files. 


Entering Time Cards for Hourly employees provides information on 
the number of hours worked, overtime, doubletime, holidays, 
vacation and sick time, pay rates, other pay (both taxable and 
non-taxable items), various deductions to be applied, etc. This 
information is used to calculate wages, as well as to be 
accounted for in the appropriate files. An Hourly employee 1s 
defined as an employee with an hourly rate entered in the record 
for that employee in the Employee Master file. An Hourly emp- 
loyee cannot be paid unless a Time Card is entered for that emp- 
loyee. 


Although not required, Time Cards may also be entered for Sala- 
ried employees. Entering Time Cards for Salaried employees is 


used to supply job information, hours distribution (e.g., 


vacation time, Sick time, etc.), calculate other pay (both 


taxable and non-taxable), and non-scheduled deductions. Entering 


a time card for a Salaried employee does not affect the base 
Salary amount to be paid to that employee. A Salaried employee 
is defined as an employee with a Salaried amount entered in the 
record for that employee in the Employee Master file. 


At least one or more Time Cards is entered for each employee, 
whether Salaried or Hourly (These two employee types are 


mutually exclusive). Time Cards must be entered for Hourly 


employees and can optionally be entered for Salaried employees. 
More than one Time Card may be entered for a single employee, as 
needed. - A new Time Card is entered for each different rate, job 
and/or department worked, for any single employee. Time cards 
are often entered on a weekly basis and a new Time Card need not 
be entered on a daily basis, except for day workers, or if Daily 
entries are needed to supply information to Banadeeeys and/or a 


So rerent agency. | 


A Time Card should be entered for all work performed, whether or 


not the employee is to be paid. .The payment rules, which deter- 
mine whether an employee is to be paid, are as follows: 7 


wigs 


2??? ® 2prRrgrarrrreePrRrererrPen Oren eerrerreereeeree 


. } 


SSE eseseseseseeeeeegeeeeeosepeE SPEBPEBPESESVSSESEBSEBSUUV_sesessvesesessF 


ks No paycheck is printed for any employee whose Termination 
Date (as indicated in the Employee Master file) is other 
than Zero. 


2. No paycheck is printed for an Hourly aacaout without a 
Time = entry for that employee. | | 


3s During the "Calculate Payroll" process (Primary Option 

Menu Selection number 5), the user specifies a “Run™ code 

in order to select the employees to be paid. Only those 

employees whose “Run" codes (as stored in the Employee 

Master file) match the “Run” code specified during the 

"Calculate Payroll" process will be paid. (For additional 
information, refer to Chapter 7, Calculating Payroll). 


Once the Time Card is entered, it is automatically numbered and 


the Time Card information is stored as a number of entries in 
the Time Card file. Time Cards can then be printed from _ the 


information in this file. The entries in the Time Card file are 
regularly posted to the Accrual file, which stores all the 


entries for a given pay period. The Time Card file is cleared 
during this posting process. When the pay period nears an end 
and the payroll is to be calculated and payroll checks are to be 
printed, the information for these activities is taken from the 


Accrual file. 


INITIATING TIME CARD ENTRY 


To initiate the entry of one or more new Time Cards, enter l, 


(for the Menu Selection, ENTER Time Cards), in response to the 
"ENTER Menu Selection" prompt on the Primary Option Menu. (NOTE: 


To correct a previously-entered Time Card, refer to Chapter 4, 


Correcting Time Cards). The computer responds by displaying the 
ENTER TIME CARDS screen. 7 | 


ENTERING TIME CARD INFORMATION 
Figure 3 illustrates the ENTER TIME CARDS screen. Time Card — 
information should be entered for each Hourly employee and for 
Salaried employees, as needed. Each item on the Time Card is 
entered separately, one at a time. The screen displays a message. 
in the lower portion of the screen to aid the user in entering 
the information for the item of current interest. This message 


usually indicates the numeric range of valid (or allowed) 
entries for this particular item. 
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5} [Screen 1.1 ssess=== ENTER TIME CARDS <ss2e22=e2222= 04/ 20/ 80 | 
1 | | -~- Hours Worked -- 
[]1.Card No. 93 |4.Pay Rate © |7.Regular  |10.Holiday 
|12.Emp. No. [5.Job Worked |8.Overtime [11.Vacation | 
= hema |6.Department |9.Doubletime [12.Sick | 

a a an a tt | 

| [OTHER PAY(taxable) [OTHER PAY(non-taxable) DEDUCTIONS (non-sched.) | 
[113. Back Pay |17. Per diem |21. 

‘|]14. Bonus Pay  |18. Mileage |22. 
Li25. Commissions 119. | |23. 

[116. |20. |24. | 
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Enter employee number. (1 to 999999) 


Figure 3. Enter Time Cards Screen. 


How. to enter each of the items on the Enter Time Cards screen is 
described below. 


CARD NO, 


The computer automatically displays the Time Card Number, which 
is used to identify this Time Card. After each Time Card is 
entered, the computer assigns the next whole number to the new 
card. The Time Card entries are stored in the Time Card file in 
Card Number order. When the data in the Time Card file is posted 
to the Accrual file (through the Post Time Cards’ function, 
Primary Option Menu selection number 4), the Time Card file is 
cleared (i.e., erased) and the Card numbering mechanism is reset 
to one (or the number for the first Time Card as Specified in 
the Status file). That is, once the Post Time Card function is 
executed, the Card Number displayed during the Enter Time Cards 
process is reset to one. 


To correct a Time Card, it is referenced by the Card Number as- 
signed during the Enter Time Cards process. For additional in- 
formation on Card numbers, refer to Chapter 4, Correcting Time 
Cards. 


During en Time Card entry, no action is required by the user 
ae eae the Card number. 
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E —— 
The Employee Number identifies the employee for this Time Card. 
The Employee Number is an up-to 6 digit number (from 1 to 


999999), which is assigned to that employee in the Employee 


Master file. The correct Employee Number must be entered here, | 
The default for this item (pressing the RETURN key, Or entering) 


a zero), causes the computer to return to the Primary Option 


When the Employee Number is entered, the computer searches the 
Employee Master file for the specified Employee Number and 
responds in one of the following ways: 


1. If the employee is an Hourly employee, the computer dis- 
_ plays the employee's name, Pay rate(item 4), and Depart- 
ment number (item 6). | 


2. If the employee is a Salaried employee,the buzzer sounds 
and the computer displays the message: "SALARIED" for 
the Pay rate (item 4). The Department number (item 6) 
is also displayed with a message indicating that this is 
a "Salaried Employee". To continue,press the RETURN key. 

\ wee 


3. If an incorrect Employee Number is entered (1.e.,an Emp- 
loyee number not found in the Employee Master file), the 
buzzer sounds, the computer displays the following: 


Employee number xxxxxx not on File. 
and reprompts the user for the correct Employee Number. 


A Time Card may not be entered for a new employee, until that 
employee is assigned an Employee Number in the Employee Master 
file. Enter each new employee into the Employee Master file 
through System File Maintainance on the Employee Master file 
(see Chapter 14). © 


DATE : 

The computer displays the Report (System) Date as the Time Card 
Date. If this is correct, use the default, by pressing the 
RETURN key. If you wish to enter another date, enter the date as 
a 6 digit number, with two digits each for the Month, Day and 
Year, respectively. For example, any of the following entries 
for March 4, 1980 are allowed: : 


03-04-80 
03/04/80 
030480 


The Time Card Date is generally used to indicate the day worked, 
the Pay period end-date, or the date of the Time Card entry. 
However, any date may be entered. The date entered does not 


affect any payroll calculations. | 
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PAY RATE 


The computer displays the Pay Rate aS a decimal figure. 


indicating the dollars per hour for this Hourly employee. This 
value is the Pay rate indicated for this Hourly employee in the 
Employee Master file and is used to calculate the Gross Pay for 


this Time Card. If another Pay rate is to be entered for this. 


Time Card, (e.g., a temporary Pay rate), enter the dollars. per 
hour as either a whole number or a decimal number. Using the 


default (pressing the RETURN key), causes the displayed Pay rate 


to be used to calculate the Gross Pay. 


If this Time Card is for a Salaried employee,the word "SALARIED" 


is displayed and no value may be entered for the Pay rate for 


this employee. 


JOB_WORKED 


If the Payroll Module is interfaced to the Job Management Module 
(within the Integrated Business System), enter the Job number as 
an up-to 6 digit number. This entry is subsequently posted to 
the appropriate files (during the Post Payroll function, Primary 
Option Menu Selection number 8), from which it is passed to the 
Job Management Module in order to distribute the ages for the 
specified job. | 


If the Job Management wodule is not eee od. use the default 
(by pressing the RETURN key), to leave this item blank and 
continue. & 


_ DEPARTMENT 


The computer displays the Department number to identify the De- 


partment for this employee. If this number is correct, use the 


default (by pressing the RETURN key), to cause the displayed De-. 


partment number to be used for this employee. The user may enter 
another Department number (e.g., for a temporary assign- 


ment), aS an up-to 6 digit number. The Department number entered © 


must match the appropriate Department, as listed in the 
Department Master file (for additional information on _ the 


Department Master file, refer to Chapter 14, System File Main- 


tainance). If a number is entered which is not listed as a valid 
Department number in the Department Master file, the buz- 
zer Sounds and the screen displays the message: 


Invalid department 
The user is then reprompted to enter the correct Department num- 
ber. Note: if zeroes are included, enter all the zeroes for the 


Department number. For example, if the Department number is 
000015, enter 000015, not 15. 
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REGULAR 


Enter the number of Regular hours worked as an up-to 6 digit. 
number. The number of hours may be entered as either a whole 
number Or a decimal number. This value is used to calculate 
Regular pay for Hourly employees. Using the default (pressing 
the RETURN key) causes zero to be used for this item. 


Only the items in the first column of "Hours Worked" (i.e., Reg- 


ular, Overtime and Doubletime) are used to calculate pay. Thus, 
any hours for Holiday, Vacation and/or Sick time, which are to 
be paid, should be included for Regular Hours. For example, 
assume that an hourly worker has worked 32 hours for this week. 
and was out sick for 8 hours and that he is to be paid for Sick 
hours. In this case, enter 40 for Regular Hours (32 + 8) and 8 
for Sick hours. The Sick hours will appear as a Memo item on the 
Check stub. However, the Sick hours are also entered as Regular 
hours on the Time Card, so that the employee can be paid for the 
Sick time. Holiday and Vacation hours are handled in a. similar 


fashion. 


eos 


Enter the number of Overtime hours (if any) as an up-to 6 digit 
number. The number of Overtime hours may be entered as either a 
whole number or a decimal number. This value is used to 
calculate Overtime pay at Time and a Half (that is, a factor of 
1.5 is used) for Hourly employees. If no Overtime hours have 
been worked, use the default (by pressing the RETURN key). Us- 
ing the default, causes zero to be used for this item. | 


DOUBLETIME 


Enter the number of Doubletime hours (if any) as an up-to 6 
digit number. The number of Doubletime hours may be entered as 
either a whole number or a decimal number. This value is used to 
calculate Doubletime pay at twice the Hourly rate (that is, a 
factor of 2.0 is used) for Hourly employees. If no Doubletime 
hours have been worked, use the default (by pressing the RETURN 
key). Using the default, causes zero to be used for this item. 


HOLIDAY 


Enter the number of Holiday hours to be applied to this pay per- 


iod. This value is used to accumulate the number of Holiday 
hours taken Year-to-date. The number of Holiday hours is printed 

on the Paycheck stub and is reset to zero after Year- 
end Closing. This value is not used to calculate pay and will 
appear aS a Memo item only on the Check Stub. Enter Holiday 
hours to be paid as Regular hours, as well. 


aa 


Enter the number of Holiday hours (if any) as an up-to 6 digit 


number. The number of Holiday hours may be entered as either a 


whole number or a decimal number. If no Holiday hours are to be 


applied for this Pay period, use the default (by pressing the 


RETURN key). Using the default, causes zero to be used for this © 


item. 


Enter the number of Vacation hours to be applied to this pay 
period. This value is used to accumulate the number of Vacation 
hours taken Year-to-date. The number of Vacation: hours is 
printed on the Paycheck stub and is reset to zero after Year- 
end Closing. This value is not used to calculate pay and will 
appear aS a Memo item only on the Check stub. Enter Vacation 
hours to be paid as Regular hours, as well. 


Enter the number of Vacation hours (if any) as an up-to 6 digit 


number. The number of Vacation hours may be entered as either a 
whole number or a decimal number. If no Vacation hours are to be 
applied for this Pay period, use the default (by pressing the 
RETURN key). Using the default, causes zero to be used for this 
item. ee , 


DICK 


Enter the number of Sick (or illness) hours to be applied to. 


this pay period. This value iS used to accumulate the number of 
Sick hours taken Year-to-date. The number of Sick hours is 
printed on the Paycheck stub and is reset to zero after Year- 
end Closing. This value is not used to calculate pay and will 
appear aS a Memo item only on the Check stub. Enter any Sick 
hours to be paid as Regular hours, as well. 


Enter the number of Sick hours (if any) aS an up-to 6 digit 
number. The number of Sick hours may be entered as either a 
whole number or a decimal number. If no Sick hours are to be 
applied for this Pay period, use the default (by pressing the 
RETURN key). Using the default, causes zero to be used for this 
item. | | 


Once the Sick hours (item 12) are entered (either by entering a 
number or by default), Screen Selection instructions are auto- 


matically displayed at the bottom of the screen. 


/ 
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After the Sick hours are entered, the Screen Selection instruc- 


tions appear at the bottom of the screen. Figure 4 illustrates 
the Screen Selection instructions. | 


= Delete |"RETURN' = Screen advance 
Reject | A = Change all |'LINE # = Change one field 


Figure 4. Time Cards Screen Selection Instructions. 


Enter the Selection in Fev ase to the prompt: 


SELECTION: 


How to use these “Screen. Selection Instructions is described 
sa ii | 


ENTRY PURPOSE 


Y : The Time Card is complete and accurate. 

| ; The Time Card entry information is saved 
in the Time Card file and the screen is 
restarted to enter a new Time Card. 


Bee so Rejects all the entries on the screen. 
The Time Card is not saved. The screen 
is restarted to reenter the Time Card 
correctly, or to enter a new Time Card. 


a as. | Deletes the Time Card entry from the 
Time Card file and restarts the screen. 


A. Does not delete the Time Card entry from 
: the Time Card file, but allows the user 
to change any and all entries on _ the 

screen for this Time Card. 


RETURN | _ Pressing the RETURN key causes the Time. 
s Card to be saved in the Time Card file 
and returns the user to the Primary 

Option Menu. | 


LINE #  I£ you wish to add, change or delete a 
Single item on the screen,enter the nunm- 
ber on the screen associated with that 
item and then enter the correct value. 
For example, to enter a value for a type 
of OTHER PAY (taxable), such as Bonus 
Pay, as shown in Figure 3,enter the num-_ 

* ber associated with that OTHER PAY (tax- 
able) item, in this example, 14. Then 
enter the amount. Any item number may 
be specified, except line numbers 1 and 
2 (for the Card No. and the Emp. No. ,re- 
spectively. 
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Once the Selection instruction is entered, the cursor moves to 
the selected item and allows the user to change that item with 


another entry. Pressing the RETURN key without changing the item 


causes the displayed value to be retained. Once the item is 
entered and the RETURN key is pressed, the cursor returns to 
prompt for the next Selection instruction. The Line Number 


Selection instruction is used to enter any of the remaining ~ 
items on the screen; that is, Other Pay (Taxable), Other Pay 


(non-taxable) and Deductions (nonscheduled). How to enter these 
items is described below. 


2H PA 


Items 13 through 16 allow the user to enter additional taxable 
pay amounts (in addition to those specified under Hours Worked, 
such as, Back pay, Bonus pay, Commissions, etc. These amounts 
are added to the Gross pay and are taxed as Gross pay amounts. 


Each Other Pay item entry appears as a separate entry on _ the 


Paycheck stub. 


To enter an Other Pay (taxable) amount, enter the number of the 
Other Pay item as a Selection Instruction, in response to _ the 


SELECTION: prompt. Then enter the amount. The Other Pay item 


descriptions are taken from the Payroll Description file. To 
add, change or delete an Other Pay item description as it 
appears on the screen, the user must perform maintainance on the 
Payroll Description file (see Chapter 14, System File 
Maintainance). 3 | | 


It is recommended that at least one or more Other Pay items are 
either labelled "Other" or "Miscellaneous", or else left blank 
in the Payroll Description file, so that the user can enter an 
unforeseen amount not covered by one of the indicated 
categories. =2 | : 


For an Other Pay item which is not covered by a description in 
Items 13 through 16, enter the number of an Other Pay item which 
is either blank, or reads "Other", in response to the SELECTION: 
prompt. Then enter the description and/or the amount. 


Items 1/7 through 20 allow the user to enter additional non- 
taxable pay amounts (in addition to those specified under Hours 
Worked, such as, Per diem, mileage, Moving expense, etc. These 


amounts are not added to the Gross pay and taxes are not applied 


to these items. Each Other Pay item entry appears as a separate 
entry on the oe stub. 
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To enter an Other Pay (non-taxable) amount, enter the number of 
the Other Pay item as a Selection Instruction, in response to 
the SELECTION: prompt. Then enter the amount. The Other Pay item 
descriptions are taken from the Payroll Description Fiie.. To 
add, change or delete an Other Pay item description as it 
appears on the screen, the user must perform maintainance on the 


Payroll Description file (see Chapter 14, System File 


Maintainance). 


It is recommended that at least one or more Other Pay items are 
labelled "Other" or "Miscellaneous", or else left blank in the 
Payroll Description file, so that the user can enter an 


unforeseen amount not covered by one of the indicated 


categories. 


For an Other Pay item which is not covered by a description in 
Items 13 through 16, enter the number of an Other Pay item which 
is either blank, or reads "Other", in response to the SELECTION: 
prompt. Then enter the description and/or the amount. 


Items 21 through 25 allow the user to enter Deductions (non- 
scheduled), such as, Medical coverage, additional Life 
insurance, loan payments, etc. and are used for deductions which 
are not already listed in the Employee Master file for this 
employee (i.e., Scheduled deductions). These amounts are 
deducted from the Gross pay amount prior to any taxes being 
Calculated. Each Deduction (non-scheduled) item entry appears as 
a separate entry on the Paycheck stub. | a 


au. enter a Deduction (non-scheduled) amount, enter the number of 
the Deduction item as a Selection Instruction, in response to 


the SELECTION: prompt. Then enter the amount. The Deduction 
(non-scheduled) item descriptions are taken from the Payroll 
Description file. To add, change or delete a Deduction (non- 
scheduled) item description as it appears on the screen, the 
uSer must perform maintainance on the Payroll Description file 
(see Chapter 14, System File Maintainance). , = 


It is recommended that at least one or more Deduction (non- 
scheduled) items are labelled "Other" or "Miscellaneous", or 
else left blank in the Payroll Description file, so that the 
user can enter an unforeseen amount not covered by one of the 
indicated categories. ; =o | | 


For a Deduction (non-scheduled) item which is not covered by a 
description in Items 21 through 25, enter the number of a 
Deduction (non-scheduled) item which is either blank, or reads 
"Other", in response to the SELECTION: prompt. Then enter the 
description and/or the amount. | 


ii Oe 


When all the Time Cards have been entered, or at any time after 
a Time Card has been entered and Saved in the Time Card file (by 
entering Y as the Selection Instruction), the user may return to 
the Primary Option Menu. Do not terminate Time Card entry 
without returning to the Primary Option Menu. To return to the 
Primary Option Menu, use the SHIFT key oS aoa with key 20 (the 
rightmost key at the top of the seereese? 
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Chapter 4 


CORRECTING TIME CARDS 


This chapter describes how to correct Time Cards which have 
already been entered to the Payroll Module. The user may correct 
Or alter any Time Card which is currently stored in the Time 


Card file. Since the Time Card file is cleared (i.e., erased) 
when Time Cards are posted to the Accrual file, the Correct Time 


Cards function can be performed only after the Time Card has 
been entered, but before the Time Card is posted to the Accrual 


file. That is, the Correct Time Cards function must be performed 
after the Time Card(s) has been entered (through the Enter Time 


Cards function, Primary Option Menu Selection number 1) and 
before the Time Card is posted to the Accrual file (through the 


Post Time Cards function, Primary Option Menu Selection number 


4). NOTE: New Time Cards cannot be entered through the Correct 
Time Cards function. To enter new Time Cards, use the Enter Time 


Cards function (Primary Option Menu Selection number 1). 


Once the Time Card is entered, it is automatically numbered and 


the Time Card information is stored as a number of entries in 


the Time Card file. Time Cards can then be printed from the 
information in this file. To correct or alter a Time Card in the 
Time Card file, the user must reference the Time Card by its 


Time Card number. If a Card number is specified for a Time Card 


that is not currently in the Time Card file, a buzzer sounds and 
a message appears, indicating that the Time Card has not’ been 


found. The user is then reprompted for the appropriate Card 


number of the Time Card to be corrected. 


To initiate the correction of one or more already-entered Time 


Cards, enter 2, (for the Menu Selection, CORRECT Time Cards), in 


response to the "ENTER Menu Selection" prompt on the Primary 


Option Menu. The computer responds by displaying the TIME CARD 
CORRECTIONS screen. 7 


ey 


Figure 5 illustrates the TIME CARD CORRECTIONS screen. ‘The 
screen displays a message in the lower portion of the screen to 
aid the user in entering the information for the item of current. 


interest. This message usually indicates the numeric range of 
valid si allowed) entries for this Poeun item. 


| |Screen 1.2 ==s====== TIME CARD CORRECTIONS ======s=== 04/20/80 | 
[| — | -- Hours Worked -- | 
[|1.Card No. |4.Pay Rate ce Regular |10.Holiday | 
[]2.Emp. No. #£1|5.Job Worked |8.Overtime [11.Vacation oo 
|13.Date [6 Department 19 .Doubletime |12.Sick | 
||OTHER PAY (taxable) | OTHER PAY (non-taxable) [DEDUCTIONS (non-sched.) | 
[113. Back Pay |17. Per diem oa ten 
[114. Bonus Pay [18. Mileage 122. | | 
[|15. Commissions {des | |23. | | 
[116. ee oe |20. [24. | 
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Figure — Card Corrections Screen, 


How to enter each of the items on the Time Card Corrections 
screen is described below. | 


The computer prompts for the Time Card Number of the Time Card, 

which is used to identify the existing Time Card. To correct a 

Time Card, it is referenced by the Card Number assigned during» 
the Enter Time Cards process. | | 


Once the Time Card number is entered, the Time Card information 
is retrieved from the Time Card file and displayed on the 
screen. The user may now correct, add, delete or change any 
information on the screen, except for the Card number and the 
maptoyee number « 


If a Card number is specified for a Time Card that is not 
currently in the Time Card file, a buzzer sounds and a message 
appears, indicating that the Time Card has not been found. The 
user is then reprompted for the aber Oh ears Card number of the 
Time Card to be corrected. 


Using the default es the RETURN key), or entering zero 


for the Card number causes the computer to return to the Primary 
Option Menu. 
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When the correct Card number is entered, the Screen Selection 
instructions appear at the bottom of the screen. Use these 
instructions to correct any or all the items (except the Card 
number) on the screen. | ee 


ZEN RUCTION 


After the Card number 1s entered, the Screen Selection instruc-. 
tions appear at the bottom of the screen. Figure 6 illustrates 
the Screen Selection instructions. | 


| SELECTION: | Y = Accept | D = Delete | "RETURN' = Screen advance 
= Reject | A = Change all |'LINE # = Change one field 


Figure 6. Time Cards Screen Selection Instructions. 


Enter the Selection in response to the prompt: 
| SELECTION: 


How to use these Screen Selection Instructions is described 
below. | 


ENTRY PURPOSE 


ed : The Time Card is complete and accurate. 
The Time Card entry information is saved 
in the Time Card file and the screen is 
restarted to enter a new Time Card. 


N Rejects all the entries on the screen. 
The Time Card is not saved. The screen 
,i8-restarted- to: reenter.the «Time Card 

correctly, or to enter a new Time Card. 


7:00 ee Deletes the Time Card entry from the 
| Time Card file and restarts the screen. 


A Does not delete the Time Card entry from 
the Time Card file, but allows the user 
to change any and all entries on the 
screen for this Time Card. : 


RETURN PresSing the RETURN key causes the Time 

| : Card to be saved in the Time Card file 
and returns the user to the Primary 
Option Menu. 


win ine 


LINE # If you wish to add, change or delete a 
| Single item on the screen,enter the nunm- 
ber on the screen associated with that 
item and then enter the correct value. 
For example, to enter a value for a type 


of OTHER PAY (taxable), such as Bonus — 


Pay, as shown in Figure 3,enter the num- 
ber associated with that OTHER PAY (tax- 
able) item, in this example, 14. Then 
enter the amount. Any item number may 
be specified, except line numbers 1] and 
2 (for the Card No. and the Emp. No.,re- 
spectively. 


Once the Selection instruction is entered, the cursor moves to 
the selected item and allows the user to change that item with 


another entry. Once the item is entered and the RETURN key is. 


pressed, the cursor returns to prompt for the next Selection 
instruction. 


How to correct or change each of these items is described below. 


This section sewer thee each of the Time Card items which may be 
corrected or eee 


EMP. NO. 


The Employee Number identifies the employee for this Time Card. 
The Employee Number is an up-to 6 digit number (from 1 to 
999999), which is assigned to that employee in the Employee 
Master file. The correct Employee Number must be entered here. 
The default for this item (pressing the RETURN key, or entering 
a zero), causes the computer to return to the Primary Option 
Menu. eras. at 


When the Employee Number is entered, the computer searches the 


Employee Master file for the specified Employee Number and 
responds in one of the following wayS: : 


be Tt the employee is an Hourly employee, the computer dis- 
plays the employee's name, Pay rate(item 4), and Depart- 
ment number (item 6). 


72. Lf the employee is a Salaried employee, the buzzer sounds 
and the computer displays the message: "SALARIED" for 


the Pay rate (item 4). The Department number (item b 
is also displayed with a meSsage indicating that this is 


a "Salaried Employee". To continue,press the RETURN key. 
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3. If an incorrect Employee Number is entered (i.e.,an Emp- 
loyee number not found in the Employee Master file), the 
buzzer sounds, the computer displays the following: 


Employee number xXXxXxxx not on file. 
and reprompts the user for the correct Employee Number. 


A Time Card may not be entered for a new employee, until that 
employee is assigned an Employee Number in the Employee Master 
file. Enter each new employee into the Employee Master file 
through System File Maintainance on the Employee Master file 


(see Chapter 14). 
DATE 


The computer displays the Report (System) Date as the Time Card 
Date. If this is correct, use the default, by pressing the 


RETURN key. If you wish to enter another date, enter the date as 


a 6 digit number for the Month, Day and Year, respectively. For 
example, any of the following entries for March 4, 1980 are 


allowed: 


03-04-80 
03/04/80 
030480 


The Time Card Date is generally used to indicate the day worked, 
the Pay period end-date, or the date of the Time Card entry. 
However, any date may be entered. The date entered does not 


affect any payroll calculations. 


PAY RATE 


The — computer displays the Pay Rate as a decimal figure 
indicating the dollars per hour for this Hourly employee. This 


value is the Pay rate indicated for this Hourly employee in the 


Employee Master file and is used to calculate the Gross Pay for 


this Time Card. If another Pay rate is to be entered for this 
Time Card, (e.g., a temporary Pay rate), enter the dollars per 
hour as either a whole number or a decimal number. Using the 
default (pressing the RETURN key), causes the displayed Pay rate 
to be used to calculate the Gross Pay. 


If this Time Card is for a Salaried employee,the word "SALARIED" 
is displayed and no value may be entered for the Pay rate for 


this employee. 


a Gee 


If the Payroll Module is interfaced to the Job Management Module 
(within the Integrated Business System), enter the Job number as 
an up-to 6 digit number. This entry is subsequently posted to 
the appropriate files (during the Post Payroll function, Primary 
Option Menu Selection number 8), from which it is passed to the 
Job Management Module in order to distribute the hours for the 
specified job. | 


If the Job Management Module is not interfaced, use the default 
(by pressing the RETURN key), to leave this item blank and 
continue. | 


The computer displays the Department number to identify the De- 
partment for this employee. If this number is correct, use the 
default (by pressing the RETURN key), to cause the displayed De- 
partment number to be used for this employee. The user may enter 


another Department number (e.g., for a temporary assign- 
ment), aS an up-to 6 digit number. The Department number entered 


must match the appropriate Department, as listed in the 
Department Master file (for additional information on _ the 
Department Master file, refer to Chapter 14, System File Main- 


tainance). If a number is entered which is not listed as a valid 


Department number in the Department Master file, the buz- 
zer sounds and the screen displays the message: 


Invalid department 


The user is then reprompted to enter the correct Department num- 
ber. Note: if zeroes are included, enter all the zeroes for the 
Department number. For example, if the Department number is 
000015, enter 000015, not 15. 


REGULAR 


Enter the number of Regular hours worked aS an up-to 6 digit 
number. The number of hours may be entered as either a whole 
number or a decimal number. This value is used to calculate 
Regular pay for Hourly employees. Using the default (pressing 
the RETURN key) causes zero to be used for this item. _ 


Only the items in the first column of "Hours Worked" (i.e., Reg- 
ular, Overtime and Doubletime) are used to calculate pay. MThus, 
any hours for Holiday, Vacation and/or Sick time, which are to 


be paid, should be included for Regular Hours. For example, 


assume that an hourly worker has worked 32 hours for this week 
and was out sick for 8 hours and that he is to be paid for Sick 


hours. In this case, enter 40 for Regular Hours (32 + 8) and 8 


for Sick hours. The Sick hours will appear as a Memo item on the 
Check stub. However, the Sick hours are also entered as Regular 
hours on the Time Card, so that the employee can be paid for the 
Sick time. Holiday and Vacation hours are handled in a_ similar 
fashion. | | : 
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Enter the number of Overtime hours (if any) as an up-to 6 digit 
number. The number of Overtime hours may be entered as either a 


whole number or a decimal number. This value is used to 


calculate Overtime pay at Time and a Half (that is, a factor of 
1.5 is used) for Hourly employees. If no Overtime hours have 


been worked, use the default (by pressing the RETURN key). Us- 
ing the default, causes zero to ae used for this item. : 
DOUBLETIME 


Enter the number Of Doubletime hours (if any) as an up-to 6 
digit number. The number of Doubletime hours may be entered as 
either a whole number or a decimal number. This value is used to 
Calculate Doubletime pay at twice the Hourly rate (that is, a 


factor of 2.0 is used) for Hourly employees. If no Doubletime 


hours have been worked, use the default (by pressing the RETURN 
key). Using the default, causes zero to be used for this item. 


HOLIDAY 


Enter the number of Holiday hours to be applied to this pay per- 
iod. This value is used to accumulate the number of Holiday 


‘hours taken Year-to-date. The number of Holiday hours is printed 


on the Paycheck stub and is reset to zero after Year- 
end Closing. This value is not used to calculate pay and will 


appear aS a Memo item only on the Check stub. Enter any Holiday 
hours to be paid as Regular hours, as well. 


Enter the number of Holiday hours (if any) as an up-to 6 digit 


- mumber. The number of Holiday hours may be entered as either a 


whole number or a decimal number. If no Holiday hours are to be 
applied for this Pay period, use the default (by pressing the 
RETURN key). Using the default, causes zero to be used for this 
item. | 


VACATION 


Enter the number of Vacation hours to be applied to this pay 
period. This value is used to accumulate the number of Vacation 
hours taken Year-to-date. The number of Vacation hours is 
printed on the Paycheck stub and is reset to zero after Year- 


end Closing. This value is not used to calculate pay and will 


appear as a Memo item only on the Check stub. eee any Vacation 
hours to be paid as Regular hours, as well. 


Enter the number of Vacation hours (if any) as an up-to 6 digit 


number. The number of Vacation hours may be entered as either a 


whole number or a decimal number. If no Vacation hours are to be 
applied for this Pay period, use the default (by pressing the 


RETURN key). Using the default, causes zero to be used for this 
item. . 


a om 


SICK 


Enter the number of Sick (or illness) hours to be applied to 


this pay period. This value is used to accumulate the number of 
Sick hours taken Year-to-date. The number of Sick hours is 


printed on the Paycheck stub and is reset to zero after Year- 


end Closing. This value is not used to calculate pay and will 
appear aS a Memo item only on the Check stub. Enter any Sick 
hours to be paid as Regular hours, as well. 


Enter the number of Sick hours (if any) as an up-to 6 digit 


number. The number of Sick hours may be entered as either a 


whole number or a decimal number. If no Sick hours are to be 
applied for this Pay period, use the default (by pressing the 
RETURN key). Using the default, causes zero to be used for this 
item. | | 3 


Items 13 through 16 allow the user to enter additional taxable 
Pay amounts (in addition to those specified under Hours Worked, 
Such as, Back pay, Bonus pay, Commissions, etc. These amounts 
are added to the Gross pay and are taxed as Gross pay amounts. 
Each Other Pay item entry appears as a Separate entry on the 
Paycheck stub. : : 


To enter an Other Pay (taxable) amount, enter the number of the 
Other Pay item as a Selection Instruction, in response to the 
SELECTION: prompt. Then enter the amount. The Other Pay item 


descriptions are taken from the Payroll Description file. To. 


add, change or delete an Other Pay item description as it 
appears on the screen, the user must perform maintainance on the 
Payroll Description file (see Chapter 14, System File 
Maintainance). sas ee 


It is recommended that at least One or more Other Pay items are 


either labelled "Other" or else left blank in the Payroll 
Description file, so that the user can enter an unforeseen 
amount. not covered by one of the indicated categories. 


For an Other Pay item which is not covered by a description in 
items 13 through 16, enter the number of an Other Pay item which 
is either blank, or reads "Other", in response to the SELECTION: 
prompt. Then enter the description and/or the amount. 


OTHER PAY (Non-taxable) 


Items 17 through 20 allow the user to enter additional non- 


taxable pay amounts (in addition to those specified under Hours 
Worked, such as, Per diem, mileage, Moving expense, etc. These 
amounts are not added to the Gross pay and taxes are not applied 
to these items. Each Other Pay item entry appears as a separate 
entry on the Paycheck stub. | 
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To enter an Other Pay (non-taxable) amount, enter the number of 
the Other Pay item as a Selection Instruction, in response to 


the SELECTION: prompt. Then enter the amount. The Other Pay item 


descriptions are taken from the Payroll Description file. To 
add, change or delete an Other Pay item description as it 
appears on the screen, the user must perform maintainance on the 
Payroll Description file (see Chapter 14, System File 


_Maintainance). 


It is recommended that at least one or more Other Pay items are 


labelled "Other" or else left blank in the Payroll Description 


file, so that the user can enter an unforeseen amount not 


covered by one of the indicated categories. 


For an Other Pay item which is not covered by a description in 
Items 13 through 16, enter the number of an Other Pay item which 
is either blank, or reads "Other", in response to the SELECTION: 
prompt. Then enter the description and/or the amount. 


Items 21 through 25 allow the user to enter Deductions (non- 
scheduled), such as, Medical coverage, additional Life 
insurance, loan payments, etc. and are used for deductions which 
are not already listed in the Employee Master file for this 
employee (1.e€., Scheduled deductions). These amounts. are 
deducted from the Gross pay amount prior to any taxes being 


calculated. Each Deduction (non-scheduled) item entry appears as 


a separate entry on the Paycheck stub. 


To enter a Deduction (non-scheduled) amount, enter the number of 


the Deduction item as a Selection Instruction, in response to 


the SELECTION: prompt. Then enter the amount. The Deduction 
(non-scheduled) item descriptions are taken from the Payroll 
Description file. To add, change or delete a Deduction (non- 
Scheduled) item description as it appears on the screen, the 


user must perform maintainance on the Payroll Description file 


(see Chapter 14, System File Maintainance). 


It is recommended that at least one or more Deduction (non-_ 
Scheduled) items are labelled "Other" or else left blank in the 
Payroll Description file, so that the user can enter an 


unforeseen amount not covered by one of the indicated 


categories. 


For a Deduction (non-scheduled) item which is not covered by a 
description in Items 21 through 25, enter the number of a 
Deduction (non-scheduled) item which is either blank, or reads 
"Other", in response to the SELECTION: prompt. Then enter the 
description and/or the amount. _ : | | 
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When all the Time Cards that the user wishes to correct, have 
been corrected, or at any time after a Time Card has been 
corrected and Saved in the Time Card file (by entering Y as’ the 
Selection Instruction), the user may return to the Primary 
Option Menu. Do not terminate Time Card > o2¢or- 
rection without returning to the Primary Option Menu. To return 
to the Primary Option Menu, use the SHIFT key together with - 
20 (the rightmost Bey at the top of the keyboard). 
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Chapter 5 
PRINTING TIME CARDS 


This chapter describes how to print the Time Cards Listing 
report. The Time Cards Listing report provides a printed record 
of the Time Cards which have been entered to the Payroll Module 
during Time Card entry. The information for the Time Cards 


Listing report is taken from the Time Card file and is used to 


review all Time Card entries to verify that they are correct, 
before the Time Cards are posted to the Accrual file and pay is 
Calculated. : . 


Time Cards are printed after the Time Cards for the current pay 


period have been entered (Primary Menu selection number 1, Enter 


Time Cards), but before the Time Card file is cleared through 


the Post Time Cards function (Primary Option Menu selection num- 
ber 4). 


The Time Card Listing report lists all the Time Cards (whether 
active or not) currently in the Time Card file. The teport is 
printed and may be sorted in any one of the following orders, 


_ which may be selected by the user: 


- Employee number 
« JOD number 

- Department number 

4. Time Card number 

In addition, the Time Card report privides subtotals for Jobs 
and Departments, for reports sorted in those orders. The Time 
Card listing report also provides a Summary of totals for all 
the Time Cards in the report. The report may be printed and 


reprinted at the user's discretion. 


Once the Time Cards Listing report printing is completed and no 
further printing is to be done, the computer automatically re- 
turns to the Primary Option Menu. 


To start Time Cards report printing, the following procedure is 
used: | 


1. Hook up the printer to the computer and insert the blank © 
computer paper into the printer. Be sure that the wide 
computer paper (132 columns wide) is inserted. 


sti} Fea 


2. To initiate Time Cards report printing, enter 3 (for the 
Menu selection, PRINT Time Cards) in response to the 
"Enter Menu Selection" prompt on the Primary Menu, 


a The computer responds by displaying the PRINT TIME CARDS 
Screen. How to use this screen is described below. 


JHE PRINT TIME CARDS SCREEN 
This section describes how to use the PRINT TIME CARDS screen to 


print the Time Cards Listing report. Figure 7 illustrates the 
Screen, with sample responses shown. . | 


| Screen 1.3 =S==s==s===== PRINT TIME CARDS =s========= 04/26/80 
| ----- SELECT OPTION ----- meee SORT OPTION ----- 
All - 1. Employee Number 


| 1 

| 2. Job Number ~ 

ae ek 3. Department Number 
| | | 4. Card Number 
| | 
| 


ss OPTION: 1 | | 

| BE Mae Se ee ee eee ee ea eee Ot gee ee OO Oe OS OSE SEEPS Ae ag oe Pr nS ee ee ee . 
peas SORT STATUS ----- eee PRINT STATUS ----- | 

| 1. Initializing Sort il. Proper Forms Mounted? (Y/N)..Y 
2. Entry Count <3. .2. 2. 2. Are Forms Aligned? (Y/N) ....Y¥ 
[| de Beletted Cards 7. 3, “Caras printed .<.... cece co 6 
7 4. Sort Completed 4. Reprint Report? (Y/N) ....... 


Figure 7. The Print Time Cards Screen, 
How to use each of the Screen options is described below. 
SELECT OPTION 


There is no Select Option available to the user. All the Time 
Cards entered to the Payroll Module which have not yet been 
posted (that is, all the Time Cards in the Time Card file), are 
printed, , | | 


RORT OPTION — 
The Sort Option allows the user to specify how the report is to 
be sorted and in what order the Time Cards are to be listed on 


the printed report. An option must be selected. There is no 
default for this item. © | 7 
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To select a Sort Option, enter the number associated with that 
option under the heading, SORT OPTION. Enter the number in 
response to the OPTION: prompt. To have the report printed in 
Employee number order, enter 1. To have the report printed by 
Job number, with the Time Cards for each Job grouped together, 
enter 2. To have the report printed by Department number, with 
the Time Cards for each Department grouped to- 
gether, enter 3. To have the report printed in Time Card number 
Order, i.e., the order in which the Time Cards were entered, 
enter 4. 


SORT STATUS 


’ 


This section of the screen provides information on the progress 


Gf the sorting process as the Time Card file is sorted. During 


sorting, the computer selects all the entries in the Time Card 
file. The number of entries in the file (Entry Count) is 
displayed. The number of cards selected for printing (all, that 
is), is displayed. When the sort process is complete,’ the 


computer displays a message to that effect and initiates 


printing. 
PRINT STATUS 


Once the Sort Option is specified, the computer ele! ag bie user 
with the question: 


1. Proper Forms Mounted? (Y/N) 
Be sure that the printer is hooked up and on-line and that the 
blank wide computer paper is mounted on the printer before ent- 
ering Y in response to this question. Entering N causes the 
question to be repeated and there is no default for this 
question. | | 
The computer then prompts you with the question: 


2. Are Forms Aligned? (Y/N) 


Be sure the blank wide computer paper forms are properly si iohed 


before answering Y to this question. Entering N causes’ the 
question to be repeated and there is no default for this 
question. ae 


Up to this point, you may correct any screen entries by restart- 
ing the PRINT TIME CARDS screen by using the SHIFT key together 
with key 18 (the third key from the right at the top of the key- 
board). This deletes the current screen entries and causes the 


screen to be restarted. 


Once Y is steiese in response to the question: 


2. Are Forms Aligned? (Y/N) 


Dx 


the Sorting and Printing processes are performed, as indicated . 


by the items under the headings: SORT STATUS and PRINT STATUS, 
When printing is finished, the computer displays the question: 


4, Reprint Report? (Y/N) 


Enter Y if you wish the report to be reprinted. The computer 


responds by immediately reprinting the report. 


To terminate printing and return to the Primary Option Menu, 


enter N in response to the question: 

4. Reprint Report? (Y/N) 
To return to the Primary Option Menu at any time, respond to any 
prompt by using the SHIFT key together with key 20 (the 
rightmost key at the top of the keyboard). 
To restart the PRINT TIME CARDS screen, respond by using the 


SHIFT key together with key 18 (the third from the right at the 
top of the keyboard). 
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Chapter 6 


POSTING TIME CARDS 


This chapter describes how to post Time Cards from the Time Card 


File to the Accrual file. Posting Time Cards is a necessary step 
in order to calculate the payroll and print paychecks. 


When Time Cards are entered to the Payroll module, these entries. 
are stored in the Time Card file. Posting Time Cards involves 
posting the information from the Time Card file to the Accrual 
file. Posting may be performed on a daily basis, or just once, 
at the end of a pay period (e.g., weekly, bi-weekly, monthly, 
etc.). During Posting, a Single record is created in the Accrual 
file for each employee. If more than one Time Card ap- 
plies to that employee, the information for all Time Cards re- 
lating to that employee is stored in the Single employee record. 
If the Posting process is performed more than once prior to the 
end of the pay period, the new Time Cards are added to the 
existing record in the Accrual file for each employee. 


The Post Time Cards function should always be performed after 
all the Time Cards for the pay period have been entered (using 
the Enter Time Cards function, Menu selection number 1) and 
after the Time Card Listing report has been printed (uSing the 
Print Time Cards function, Menu selection number 3). The Post 
Time Cards function must be performed prior to starting the 


Calculate Payroll function (Menu selection number 5). 


When the Post Time Cards function is complete; i.e., when all 
the Time Cards in the Time Card file have been posted to the 
Accrual file, the Time Card file is cleared (i.e., erased) and 
the next Time Card Number is reset to one (or the first Card 
number specified in the Status file), so that Time Cards for the 
new pay period may be eEben ts to the Time Card file. 


To initiate posting of. the Time Cards from the Time Card file to 


the Accrual file, enter 4 (for the Menu selection, Post Time 
Cards), in response to the "Enter Menu Selection" prompt on the 
Primary Option Menu. The computer responds by displaying the 
First line on the POST TIME CARDS screen. As the user enters Y 
in response to each question on the screen, the next question 
appears. Figure 8 illustrates this screen, with sample responses 
ee 


& 


maid} se 


! 

| Have all TIME CARD Listings been printed? Y 
| Have you BACKED-UP all data disks? ...... Y 
| Abe YOu Feady CO COMETNNG? ss cciesseeveee ¥ 
| 
| 
| 
| 


Posting Time Card Number 23 
Clearing Time Card File. 


Figure 8. Post. ‘Time Cards Screen, 


In order to post Time Cards to the Accrual file, the user must 
answer Y to each of the questions on the screen. There is no 


default for any of these questions. Entering an N to any of 
these questions causes the computer to return to the Primary 
Option Menu without performing the post. | 


The computer asks: 

Have all TIME CARD Listings been printed? 
Enter Y if the Time Card Listing report for this pay period has 
been printed and is correct. If any entries on this report are 


incorrect, use the Correct Time Cards function (Menu selection 
number 2) to correct the errors, then reprint the Time Card 


Listing report (using the Print Time Cards function, Menu 


selection number 3), to verify accuracy. 
“BEnter-Y in response to the question: 


Have you BACKED-UP all data disks? 


only after a Backup diskette has been made of the Payroll data 


diskette (IBSDATA). Since the Time Card file is cleared during 
the Posting process, making a Backup data diskette insures 
against any possible loss of the Time Card file data. Refer to 
Chapter 15, Using File and System Utilities, for a complete des- 
cription on how to make a Backup diskette. If a Backup diskette 
has not been made, enter N and return to the Primary Option 
Menu. If a Backup diskette has been made, enter Y to proceed. : 


The computer now asks: 
Are you ready to continue? 


Once Y is entered in response to this question, the posting pro- 


cess is initiated and cannot be interrupted. To restart the 
screen, use the SHIFT key together with key 18 (the third key 
from the right at the top of the keyboard). To return to the 


Primary Option Menu without initiating the post, enter N. 
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When Y is entered, the computer displays the message: 
Posting Time Card Number 


and indicates the number of the Time Card being posted to the 
Accrual file, so that the user can observe the progress of the 


post. When the post is completed, the computer clears the Time 


Card file (displaying a message to that effect) and resets the 
Card number for Time Card entry to _ one. The computer then 
automatically returns to the Primary Option Menu. = 


wih 


3. 
Chapter 7 


CALCULATING THE PAYROLL 


This chapter describes how to calculate the payroll as a key 
first step in claculating wages, printing payroll checks’ and 
bringing the files up to date. The Calculate Payroll function 
must be performed after the Post Time Cards function (Primary 
Option Menu selection number 4) has been completed. Also, the 
Calculate Payroll function must be performed before the Print 
Payroll Checks function (Primary ee Menu selection number 6) 
Can be initiated. 


The Calculate Payroll function calculates the wages for all 
employees, Salaried and Hourly. In addition, the Calculate 
Payroll function also prints two reports: 3 


- The Calculate Payroll report 
- The Scheduled Deductions report 


The Calculate Payroll report is used to verify the accuracy of 
the payroll information, prior to printing the Paychecks. The 
report lists the employees and the amounts to be paid for this 
Payroll period, as follows: 


~- Employee Number 

Employee Name 

- Total Hours 

-~ Total Pay (for Total Hours) 

- Other Pay | 

- Gross Pay 

~- Federal Withholding Tax 

- FICA Withholding 

- State Withholding Tax 

~ Local Withholding Tax 

~ Scheduled Deductions | 
- Other (Non-scheduled) Deductions 
~ Net Pay 


This report also provides totals for all these Categories and 


may also be used later to check against the Check Register 


report. 


The Scheduled Deductions report lists all the Scheduled 


deductions for each employee. If an employee has no Scheduled 
deductions for this pay period, his name does not appear on this 
report. | 


hte 
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‘The Calculate Payroll process essentially works on the following 


Payroll Module files: 


-~ Accrual file 

-~ Scheduled Deductions file 
- Employee Master file 

~ Paid Employee file 


When the Calculate Payroll function is initiated, the computer 


‘processes all the Hourly employees in the Accrual file. Based 


upon Time Card information which has been posted to the Accrual 
file (NOTE: All Time Cards for this pay period must’ therefore 
have been entered and posted to the Accrual file prior to 
initiating the Calculate Payroll function), the computer 
Calculates the pay. Similarly, pay is calculated for all 


Salaried employees in the Accrual file (i.e., those Salaried 


employees who have had Time Cards entered for Vacation hours, 


Sick time, Other Pay, Nonscheduled deductions, etc.) 


NOTE; Employees who are assigned Run Codes (in the Employee 
Master file for that employee) other than the Run Code specified 


during the Calculate Payroll process, are not paid and no check 


iS printed for these employees. Similarly, any employee with a 
Termination Date (in the Employee Master file) which falls 
within the Payroll period specified during the Calculate Payroll 
process, is not paid and no check is printed for that employee. 
For additional information, refer to the section on the Employee 


Master file in Chapter 14, System File Maintainance. 


The computer searches the Employee Master file for all those 
Salaried employees to be paid during this payroll period and for 
Scheduled deductions to be taken for any employee during the 
Specified payroll period. Information for these employees is 
retrieved from the Scheduled Deductions file and all Scheduled 
deductions are calculated for the specified payroll period. 


The computer then calculates pay, taxes, deductions, etc. for 
each employee (based upon the Time Card and/or entries for that 
employee in the Employee Master file). The computer checks the 
Paid Employee file to verify that all the Salaried Employees to 
be paid for this payroll period have been processed. If, for any 
reason, an employee's Net Pay is computed to be either zero or 
negative, a message to that effect appears on the screen during 
processing. A listing of any such employees is printed at the 


end of the Calculate Payroll process. 


AS - 


When all the Check information has been calculated for both 


Hourly and Salaried employees, the Calculate Payroll report and 
the Scheduled Deductions report are printed at the printer. The 
computer stores all the Check information in the Accrual file 


and controls are set on the Accrual file to insure that the next | 


function to be performed will be the Print Checks. function 


(Primary Option Menu selection number 6). These controls are set 
in place to prevent any accidental loss of data or alterations | 


to the Check information. 
ALING THE CALCULATE PAYROLL PROC 


To initiate the Calculate Payroll process, enter 5 (for the Menu 
selection, Calculate Payroll), in response to the "Enter Menu 
Selection" prompt on the Primary Option Menu. The computer dis- 
plays the message: e 


Initializing sort files 


and then displays the first question on the first CALCULATE 
PAYROLL screen. As each question is answered, the next question 
appears on the screen. There are two CALCULATE PAYROLL screens. 
The first CALCULATE PAYROLL screen is used to Specify the 
Payroll Conditions, such as the Payroll period, the date to be 
printed on the Paychecks, which employees are to be paid 
(specified by the Run Code), and the Payroll period (e.g., of 
the Month). The second screen is used to specify the printing of 
the Calculate Payroll reports. Figure 9 illustrates the first 
CALCULATE PAYROLL screen, with sample responses shown. 


| 

| 

Enter Payroll petiod START DATE...- 04/14/80 
| Enter Payroll Period END DATE ..... 04/25/80 
pase Enter Date to be printed on checks. 04/25/80 
| Enter ‘payroll “RON GOO . vas ccecesues 4 
| 
| 
| 


Enter payroll.PERIOD CODE .wccccece 2 
Are you ready to continue? (Y/N) .. = 


Calculating payroll for employee no. 36 


Figure 9. Calculate Payroll Screen i ase 


How to respond to each of the questions on the fics! CALCULATE 
PAYROLL screen is described below. 


THE PAYR 


Answer each of the questions on the CALCULATE PAYROLL Screen in 
turn, as described. 
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The Start Date specifies the first day of the Payroll period to 
be calculated. This date is not used to calculate Pay amounts. 
The date is used to determine whether there are any employees 
whose Termination date falls within this Payroll period. 
Terminated employees are not paid and a message for any employee 
whose Termination date falls within this period is displayed. | 


Enter the date as a Six-digit number, with two digits each for 


the Month, Day and Year, respectively. Dashes (-) and slashes 
(/) may be optionally entered. There is no default for this 


item; a Start Date must be entered. 


The End Date specifies the last day of the Payroll period to be 
Calculated. This date is not used to calculate Pay amounts. The 
date is used to determine whether there are any employees whose 
Termination date falls within this Payroll period. Terminated 
employees are not paid and a message for any employee whose 


Termination date falls within this period is displayed. | 


Enter the date as a six-digit number, with two digits each for 
the Month, Day and Year, respectively. Dashes (-) and slashes 


(/) may be optionally entered. There is no default for this 


item; an End Date must be entered. 


DATE TO BE PRINTED 


This. is the date that will be printed on the Paychecks. Enter 
the date as a six-digit number, with two digits each for the 
Month, Day and Year, respectively. Dashes (-) and Slashes (/) 
may be optionally entered. There is no default for this iten. 


Lee : 


The Payroll Run Code is used to specify which employees get paid 
on a particular Payday. When the Calculate Payroll function is 
performed, the user specifies the Run Code. Only those employees 
with that Run Code (as specified in the Employee Master file) 
Will be paid and have checks printed for them (when the Print 


~ Payroll Checks function, Primary Option Menu selection number 6, 


is performed). Only those employees whose Run Code matches the 
Specified Run Code will be paid, regardless of whether or not a 
Time Card has been entered for that employee. 3 


The user may set up Run Codes as is convenient. For example, Run 
Codes may be set up for employees at separate locations, or for 
different categories of employees, such as Temporary employees, 
Employees on leave, etc. Up to six Run Codes are available and 
at least one Run Code must be specified. 


inh 7a 


Enter the Run Code as a Single digit number (from 0 to 6). Ifa 
Run Code of zero (0) is specified, all the employees are paid. 
Using the default for this item PESeel Te. the RETURN Seed. 
causes a Run Code of zero to be a ghtgdl ia 7 | 


PERIOD CODE 


The Period Code specifies the Pay Period within the month that 


1s to be calculated. For example, if the Pay periods are cal- 


culated on a weekly basis, the third week in the month would be 


Period Code 3. 


Bach employee (whether Hourly or Salaried), has Scheduled 
Deductions which are associated with a specified Pay Period 
within the month. The Scheduled Deductions file contains the 
Scheduled Deductions for each Pay Period for each employee. (For 
additional information, refer to the section on the Scheduled 
Deducr lone File in cheapest 14, System File Maintenance). 


The Period Code determines which Scheduled Deductions are to be 
taken for this Pay Period. For example, if an employee has a 
deduction scheduled for Period 2 and Period Code 2 is selected, 
the deduction will be taken. 3 


Enter the Period Code as a Single digit number (from 0 *o-6) @°1£ 
a Period Code of zero (0) is specified, all the Scheduled 
Deductions will be taken. Using the default for this item 


(pressing the RETURN key), causes a Period Code of zero to be 


specified. | 

At this point, the computer prompts the user with the question: 
Are you eoade Ga continue? (Y/N) 

Entering N erases the screen and causes the naman eee to return 

to the first question, prompting the user to enter the Start 


Date. Entering Y causes the Calculate Payroll process to be 
initiated. The pay for each employee is calculated and _ the 


information is saved in the Accrual file. The screen displays a 


message indicating the Employee number of the employee currently 
being processed. When all the employees are processed, the 
computer displays the PAYROLL CALCULATION REPORT screen, 


The PAYROLL CALCULATION REPORT screen is used to print the Cal- 


culate Payroll and Scheduled Deductions reports, Figure 10 il-. 


lustrates this screen. 
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| Screen 1.5.2 ===s== PAYROLL CALCULATION REPORT ===== 04/30/80 | 
| | 
| - =-== SELECT OPTION ---- = -=-- SORT OPTION ---- ad 
RUN CODE - 0 pte we Employee Number | «| 
: 
| ee ee gt eae eke ee ee | 
---- SORT STATUS ---- | --- PRINT STATUS --- 
Not Applicable 1. Proper Forms Mounted? (Y/N) Y 


| 
| 
2. Are Forms Aligned? (Y/N) .. Y | 
3. Employees printed .ccoceee 36 | 
4. Begeett Report? Sia eet 7 
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Figure 10. The Payroll Calculation Report Screen. 


The screen options for the Payroll CAS SOLAS LOE Report screen are 
described below. 


EL N 


The Select Option is for informational purposes only, since the 
Run Code has already been specified. All the Salaried employees 
and all the Hourly employees (with Time Card entries for this 
Payroll period), with the ete Run Code, will have their 
pay calculated. 3 


ot 


The Sort Option is displayed for informational purposes only, 
Since both the Calculate Payroll report and the Scheduled 
Deductions report are both always sorted in Employee Number 
order. | 


The Sort Option is not displayed, since both the Calculate 
Payroll report and the Scheduled Deductions report are both 
always sorted in Employee Number order. 


RINT STAT 


The computer prompts the user with the question: 


1. Proper Forms Mounted? (Y/N) 
Be sure that the printer is hooked up and on-line and that the 
blank wide (132 columns) computer paper is mounted on the 
printer, before entering Y in response to this question. 
Entering N causes this question to be repeated and there 1s no 
default for this question. © 
The computer then prompts the user with the question: 


2. Are Forms Aligned? (Y/N) . 
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Be sure the printer paper is properly aligned for the report 


before responding Y to this question. Entering N causes the. 


guestion to be repeated and there is no default for this 
question. Once Y is entered in response to this question, the 
printing process is initiated and both reports are printed. 
As the reports are printed, the message: 
BRPLEY ESE. printed 


indicates the employee currently pst ac printed, so that the user 


Can monitor the progress of the printing. When both reports have 


been printed, the computer displays the question: 


4, Reprint Report? Y/N) 


Enter Y to reprint the report... The cursor returns to the first 
Print Status guestion, so that printing can be restarted. To. 


terminate printing and return to the Pritiery Option Menu, enter 
N, in response to this question. 


The user can return to the Primary Option Menu at any time by 


responding to any prompt by using the SHIFT key together with 
key 20 (the rightmost key at the top of the keyboard). 
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Chapter 8 


PRINTING PAYROLL CHECKS 


This chapter describes how to Print Payroll Checks. The Print. 


Payroll Checks function can be performed only after the 
Calculate Payroll function has been completed. The Print Payroll 
Checks function must be performed before the Print Check 
Register function is initiated. 


The Print Payroll Checks process prints checks on preprinted 
check forms, based on data from the Accrual file. One check is 
printed for each employee to be paid. An itemization of all the 
hours paid, taxes and deductions, vacation, i gs and sick 
eer etc., will appear on the check stub. 


TING | ROCE 


To Print Checks, enter 6 (for the Henu Selection, Print Payroll 
Checks) in response to the "ENTER Menu Selection" on the Primary 
Option Menu. The computer responds by displaying the first 
question on the first PRINT PAYROLL CHECKS screen. As each 
question is answered, the next queStion appears on the screen. 


Mry hp CHE : RE 
Figure. 11 shows an example of this screen with sample responses 
provided. : 7 | 
|SCREEN 1.6 sessss2== PRINT PAYROLL CHECKS s======== 04/15/80 
| | | | 
| Is this a restart? (Y/N) N 
| ; Next available Check Number © 10000 
| | Are CHECK FORMS in printer? (Y/N). Y 
Are forms aligned properly? (Y/N) Ye 
te | : | 


Figure ll. Print Payroll Checks Screen. 
The computer prompts you with the question: | 


Is this a restart? (Y/N) 
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If you are reStarting the Check Printing process, enter Y in 
response to this question. This will allow you to reprint the 
checks. This is normally done if, for example, the printer 
jammed and some of the checks were damaged. If it is not a 
restart, enter N. The default eres” the RETURN key) for this 
entry is Y. 


The computer next prompts the user with: 


Next Available Check Number 


Enter the check number of the next good check that is available 


to be printed. This check number should be the number of the 


check that the computer can begin printing with; i.e., the check. 


that is currently positioned at the top of the form in the 
printer. This entry is an up-to 6 digit number. This check is 
used as an alignment check to be sure that the Check forms are 
aligned properly in the printer and will be voided. The Check 


Number of the check oe this Check number will be the 


first good check. 
| The computer chen aeke the user: 
Are Check Forms in printer? (Y/N) 
Be sure that the printer is hooked = to the computer, that it 


is on-line, that the blank check forms are mounted in the 
printer, and that they are at the top of the form before 


answering Y (or uSing the default by pressing-the RETURN key) to. 


this question. Entering N causes this question to be repeated, 
allowing you to mount the checks in the printer. 7 


The computer then prints a dummy check for alignment purposes. 
This check will contain "x"'s in some of the fields to allow you 
to ensure that the check is properly aligned in the computer. It 
is also voided to ensure that the check cannot be used. If the 
check is properly aligned, i.e., all of the "x"'s printed fit 
properly in their respective print locations, enter Y in 
response to this question (or use the default by pressing the 
RETURN key) and the computer will continue processing. If the 
checks are not properly aligned, then adjust the checks in the 
printer and enter N. The computer _ will then print another 
alignment check, and ask you again if they are aligned. For each 
alignment check that iS printed, a check is used. The check 
number for the first good check printed , therefore, will not be 
the same as the next available check number that you entered. 


will be greater than that check number by the number of 


alignment checks printed. 


The computer will then begin printing checks. The checks are 
printed in order of ascending employee number within each 
department and the departments are printed in ascending 
Department number order. es 
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The check stub(s) contain an itemization of the payments, Taxes, 
Deductions, Net Pay, etc., that comprised the amount of each. 


check. The computer screen displays the number (physical count) 


of the check that it is currently printing. 


When the computer has completed printing all of the checks, the 
screen displays the following Totals information for all the 
checks printed: the number of checks printed, the total gross 
Pay amount, and the total Net Pay amount. . 


When check printing is complete, the computer prompts the user 


as to whether to reprint the Checks. Enter N to specify no 
further printing, after which the computer returns to the 
Primary Option Menu. When Check printing is completed, controls 
are set on the Accrual file, to insure that the next function to 


be performed is the Print Check Register function, (Primary 


Option Menu selection number 7). 


To restart the PRINT PAYROLL CHECKS screen, use the SHIFT key 
together with key 1&8 (the third key from the naght at one top of 
the keyboard) . : 


To return to the Primary opidon Menu at any time, semnnnd to any 


prompt, by pressing the SHIFT key together with key 20 (the 
rightmost key at the top of the keyboard). 


wht 


Chapter 9 
PRINTING THE CHECK REGISTER 


This chapter describes how to print the Check Register report. 


The Check Register must be printed after the Paychecks have been 


printed and before the Post Payroll function (Primary Option 
Menu selection number 8) is initiated. 3 


The Check Register report is almost identical to the Calculate 
Payroll report, except that in the Check Register report, the 
Check number 1S printed below the Employee number. The Check 
Register report is used to verify the accuracy of the payroll, 
after the printing the Paychecks. The Check Register should be 
checked against the Calculate Payroll report to verify the 
accuracy of the payroll before and after the printing of the 
Paychecks. =e | 2 | 


The Check Register report lists the employees and the amounts 
paid for this Payroll period, as follows: 


- Employee Number 

- Employee Name 

- Total Hours 

- Total Pay (for Totes: Hours) 
~ Other Pay 

«~ Gross Pay : 

- Federal Withholding Tax 

- FICA Withholding 

- State Withholding Tax 

- Local Withholding Tax 

- Scheduled Deductions | 

- Other (Non-scheduled) Deductions 
7 Net Pay 


This report also provides totals for all these categories for 
the entire payroll. | | 


INITIATING THE PRINTING OF THE CHECK REGISTER > 


To initiate the printing of the Check Register report, sinned 7 
(for the Menu selection, Print Check Register), in response to 


the "Enter Menu Selection" prompt on the Primary Option Menu. _ 
The computer responds by displaying the PRINT CHECK REGISTER 


(PAYROLL CALCULATION REPORT) screen. 
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The (PRINT CHECK REGISTER) PAYROLL CALCULATION REPORT screen is 


used to print the Check Register report. Figure 12 illustrates 


this screen. 
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| Screen 1.5.2 =s=== PAYROLL CALCULATION REPORT ===== 04/30/80 

---- SELECT OPTION --~- ---- SORT OPTION ---- 

| RUN CODE - 0 3 Employee Number 

ee ; 

| ee Oe ee Oe ee ee ee re ee ee eee 2s a eee 
-~--- SORT STATUS ---- --- PRINT STATUS --- 


Not Applicable 1. Proper Forms Mounted? eae Y 

: | 2. Are Forms Aligned? (Y/N) .. Y 
Employees printed .eccocee 36 
4, Reprint Report? (ZA) ee 


WwW 
8 


Figure 12. The Print Check Register Screen. 


The screen options for the Print Check Register (Payroll 
Calculation Report) screen are described below. 


‘SELECT OPTION 


The Select Option is for informational purposes only, Since’ the 
Run Code has SLESERY been rb hae 


SORT OPTION 


The Sort Option ic displayed for informational purposes only, 


Since the Check a report is always sorted in Employee 


Number order. 


‘SORT STATUS 


The Sort Option is wee ‘displayed, Since the Check Register 


report is always sorted in Employee Number order. 
PRINT STATUS 
The gonnittier prompts the user with the question: 
il. Proper Forms Mounted? (Y/N) 
Be sure that the pr eee re hooked up and on-line and that the 


blank wide (132 columns) computer paper is mounted on the 
printer, before entering Y in response to this question. 


Entering N causes this question to be repeated and there is no 


default for this question. 


~§5% 


The computer then prompts the user with the question: 
2. Are Forms Aligned? (Y/N). 


Be sure the printer paper is properly aligned for the report 
before responding Y to this question. Entering N causes’ the 
question to be repeated. and there is no default for this 
question. Once Y is entered in response to this question, the 
printing process is initiated and the report is printed. 


As the report is printed, the message: 
Employees printed 


indicates the number of the employee currently being printed, so 
that the user can monitor the progress of the printing. When the 
report has been printed, the computer displays the question: 


4. Reprint Report? Y/N) 


Enter Y to reprint the report. The cursor returns to the first 
Print Status question, so that printing can be restarted. To 
terminate printing and return to the Primary Option Menu, enter 
N. Once Check Register printing is completed, controls are set 
on the Accrual file to insure that the Post Payroll function 
(Primary Option Menu selection number 8) will be the next 
function performed, so that the correct Payroll amounts are 
posted to the appropriate Payroll Module files. 


The uSer can return to the Primary Option Menu at any time by 


responding to any prompt by uSing the SHIFT key together with 
key 20 (the rightmost key at the top of the keyboard). 
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Chapter 10 
POSTING THE PAYROLL 


This chapter describes how to post the payroll to the Payroll 
Module files. Until the payroll is posted to the appropriate 
files, the files do not reflect the payroll payments made. The 


Post Payroll function updates the Year-to-date information in 


the appropriate files and clears the Accrual Paes so that a new 


Payroll period can be Started. 


The Post Payroll function (Primary Option Menu selection number 
8) must be performed after the Check Register report has been 
printed. In terms of producing a payroll — updating the files, 


_ the sequence of functions is: | 


1. Post the Time Cards 

2 Calculate the Payroll 

3. Print the Payroll Checks 

4. Print the Check See Report 
9. Post the Payroll 


These functions must be performed in this sequence. When the 
Post Payroll function is performed, a report is printed which 
Shows how the payroll amounts are posted to the appropriate Gen- 


eral peeeSe accounts. 


H 


During the Post Payroll process, the computer sequentially posts 
the payroll information on each employee's record in the Accrual 
file to the appropriate Payroll Module files. These records are 
posted in Employee number order, as they appear in the Accrual 
file. The information is posted from the Accrual file to the 
files, as follows: | 2 


- The items in the Year-to-date file are updated. That 
is, the Year-to-date Hours, Earnings, Taxes, Deductions, 
totals for each employee are incremented by the amounts 
in the Accrual file, as are the Month - to - date and 
Quarter- to-date totals. | . 


- The Month-to-date, Quarter-to-date and Year-to-date tot- 
_ als for Labor Hours, Labor Dollars and Budgeted Dollars 
for each Department are Updaked in the eae Master 
File. Be | 


a5} « 


@ 


~ If the General Ledger Module is interfaced to the Pay- 
roll Module, the appropriately designated General Ledger 
accounts are updated to reflect the payroll amounts fro 
the Accrual file. , : 


-~ Once all the information in the Accrual file for every — 
employee has been posted, the Accrual file is cleared, 


i,e., erased. Therefore it is necessary to make a Back- 
up diskette, before initiating the Post Payroll function 
to insure that data cannot be lost in case of any error. 


Refer to Chapter 15, Using File and System Utilities, 


for information on how to make a Back-up diskette. 


Once the Post Payroll report is printed and the Accrual file is 
cleared, the Post Payroll process is complete and the computer 
returns to the Primary Option Menu. 3 


STARTING THE POST PAYROLL PROCESS 


To start the Post Payroll process, the following procedure is 
used: | 


1. Hook up the printer to the computer. The payroll cannot 
be posted without printing a Post Payroll report. 


2. To initiate the Post Payroll process, enter 8 (for the 
Menu selection, Post Payroll), in response to the "Enter 
Menu Selection" prompt on the Primary Option Menu. 


3. The computer responds with the message: 


YOU MUST PRINT CHECK REGISTER BEFORE POST - Press RETURN 


to continue. 


If the Check Register report has already been printed, 


press the RETURN key to proceed. If the Check Register 
report has not yet been printed, return to the Primary 
Option Menu (using the SHIFT key together with key 20, 
the rightmost key at the top of the keyboard). 


4. At this point, the computer displays the POST PAYROLL 
DATA screen. How to use this screen is described below. 


The computer displays the first question on the POST PAYROLL 
DATA screen. AS each question is answered, the next question or 
message appears on the screen. When posting is completed, the 
computer automatically returns to the Primary Option Menu. 

The computer prompts the user with the question: 


Has a backup been made for all data disks? (Y/N) oe, 
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To insure that data from the Accrual file is not lost during the — 
posting process (since the Accrual file.is. cleared during the 
posting process), it is important to make a copy of the data in 
the Accrual file. This is accomplished by making a Backup 
diskette. Refer to Chapter 15, Using File and System Utilities, 


for information on how to nae a Backup diskette. 


-. Enter Y if a Backup diskette has already been made. Entering N 


in response to this question, causes the computer. to reprompt. 
with the same question. If a Backup diskette has not yet been 
made, return to the Primary Option Menu. (using the SHIFT key 
together with key 20), exit to the Payroll Maintenance diskette 
(using Menu selection number 11, Exit to another Module), and 
make the Backup diskette before continuing. | 


Once Y has been entered in response to this question, the 


computer prompts the uSer with the question: 
Are you eacdy to continue? (Y/N)... 


Entering N causes the question to be repeated. Once Y is entered 
in response to this question, the Posting Payroll pro- 
cess 1S initiated and cannot be ine in ee 


Each employee record in the Accrual file is posted in turn to 
the YTD Totals file, the Department Master file and the General 
Ledger Module (if interfaced). As each employee's information is 
posted and the files updated, the Employee Number of the 
employee being posted is displayed on the screen with the 
message: 7 3 es 


Posting Employee Number ...xxx 


where xxx is the Employee Number. This enables the user to 
follow the progress of the Posting process. When all the 
employees in the Accrual file have been posted, the total 
amounts of Gross Pay and Net Pay appear on the screen with the 
following ae 


TOTAL GROSS PAY POSTED ... xxx 
TOTAL NET PAY POSTED ...e-e XXX 


The Accrual file is cleared and the following message appears: 
Posting is ee ca 


The computer now prints the Post Payroll Seuort Showing the Gen- 
eral Ledger accounts and the amounts which have been posted to 
these accounts for the current Payroll period. This report is 
printed whether or not the General Ledger Module is interfaced 
to the Payroll Module (the account numbers and descriptions are 
contained in the General Ledger Table file; for additional in- 
formation on this file, refer to Chapter 14, System File 


Maintenance). 


“aos 


During the printing of eho’ Post Payroll report, a message 


appears on the screen indicating paris: pane? of accounts sates oie | 


printed, as follows: 
Aodoulité printed ..cccees XXX 


where xxx is the number of accountS being printed. Once the 


report has been finished, the Post Payroll process is complete — 


and the computer returns to the Primary Option Henu. 


To restart the POST PAYROLL DATA Screen, use the SHIFT key 


together with key 18 (the third key from the ae at the top of 


the keyboard). 


To return to the pr ihaen Option Menu at any time, respond to any 


prompt, by pressing the SHIFT key together with key 20 ees | 


rightmost key at the psy of the keyboard). 
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Chapter 11 


This chapter describes how to print the Payroll (Employee) | 


Master List report. The Payroll Master List report provides 
information on any and/or all the employees. This information is 


taken from the Employee Master file. 


The Payroll Master > List Report contains the following 
information for each employee: — 


- Employee Number 

- Employee's Name and Address 

- Employee's Social Security Number 3 

- Federal and State Exemptions (number of dependents) 
- Marital Status (Single, Married, Head of Household) 
~- State and Local Codes (for this employee) 

~ Department (to which the employee is assigned) 

- Wages (either the Hourly rate or the roees © 

- Run Code for this employee 

- Employee's Start Date with the company 

- Employee's Termination Date (if any) 


Once the Payroll Master List report is printed, it may be. 
reprinted, at the user's discretion. Once the user specifies 
that no further printing is to be done, the —— returns to 
the en Option Menu. . 


STARTING THE PAYROLL MASTER PRINTING PROCEDURI 


To start payroll Master Report printing, the following procedure 
is used: 


1. Be sure the printer. 1s) eonnbetee be the computer and on- 
line. Insert the blank computer paper into the printer. 
Be sure that the wide a paper (132 columns wide) 
is snqeEved y a tees we) | 


2. To initiate printing. of the -Pageaal Master report, © 
enter 9 (for the Menu Selection, Print Payroll Master 
List), in response to the "ENTER Menu Selegeyen: cPeoMps 
on the Primary Option Menu. : | 


3. The computer responds by displaying the EMPLOYEE MASTER 
LIST screen. How to use this screen is described below. 


<6 4s 


This section describes how to use the Employee Master screen to 


print Payroil Master reports. Figure 13 illustrates this screen 


with sample responses provided. 


ISCREEN 1.9 ==s====== EMPLOYEE MASTER LIST =s=s===== 04/25/80 
: : ; 

fo cen ne SELECT OPTION <----- ------ SORT OPTION ------ 

| 1. Employee Number | 1. Employee Number 

| 2. Department | ) 2. Department 
“ 3s Bilis | ‘aia > 234 Employee Name 

| | | - os oe 

| OPTION: 1 FROM: 5 | OPTION: 3. 

| TO: 12 | a 

| ; i 

------ SORT STATUS ------ 9 -=--- PRINT STATUS ------_ 


| 
, 
ll. Initializing Sort | wail Proper Forms Mounted? (Y/R) wae Y 
|2. Entry Count.,..<«cs-. 18 2. Are Forms Aligned? (NPM as one oo E 
[3. Selected Employees. 8 3. Printing Payroll Record........8 
|4. Sort Completed | 4, Reprint Report? (Y/N) -ccceccccoe 
| ae cs 

Figure 13, Praae Payroll Master Screen. 
How to use this screen is described below. 


The Select Option is used to specify the employees to be 


included in the report. To select an option, enter the number © 


associated with that option on the screen. 


Enter 1 (Employee Number), to print a report on a range of 
employees to be specified by their Employee Number, in response 


to FROM and TO prompts. Only those employees with Employee 


Numbers which fall within the specified range will appear in the 
report. ie pet mee | | | 


Enter 2 (Department), to print a report on all the employees in 
one or more Departments, to be specified by their Department 
Numbers. Specify the Departments to be printed, in response to 
the FROM and TO prompts. If only one Department is to appear in 
the report, enter that Department Number for both the FROM and 
the TO prompts. Only those Departments whose Department Numbers 
fall within the specified range will appear in the report. 7 


m6 2s 


QQ QQ QB) 


© 


®, BB, © Qf, LF DP CEA CY OO QO. QO OO ®) QD 


a Pr Qf fr LH fH) 


a, 4a, 2, 2, Bf, ae 


a, Wy 


Ses S 


ee ee ee ee, ee, 


es Sse &S =e Ss Se VS VS VC VC WS 


Enter 3 (All) to print a report which contains all the employees 
of the company. — 


A Selection must be oi arrears ce There is no default for this 
item. | : 


SORT OPTION 
The Sort Option allows the user to specify how the report is to 
be sorted and how the employee listing is to be ordered on the 


printed report. To select a Sort Option, enter the number 
associated with that option under the Heading, SORT OPTION. 


To have the report sorted in ascending Employee Number order, 
enter 1 in response to the OPTION: prompt. To have the report 
sorted by Departments, each Department appearing in ascending 
Department Number order and the employees within each Department 
sorted by ascending Employee Number, enter 2 in response to the 
OPTION: prompt. To have the report sorted in alphabetic order, 
by Employees’ last name, enter 3 in response to the OPTION: 
prompt. . | 3 7 


An Option must be selected. There is no default for this item. 


SORT STATUS 


The computer sorts the Employee file by Employee Number. During 


the sort, the computer processes the Employee Master file, 
Selecting Employees from the Employee file, according to the 
Select Option specified. The number of Employees that have been 
processed and the number of Employees that have been selected is 
displayed. When the sort process is completed, the computer 
displays a message to this effect and initiates printing of the 


report. 


PRINT STATUS 
The computer prompts you with the question: 

1. Proper FORMS mounted? (Y/N) 
Be sure that the printer is hooked-up to the computer and is on- 
line. Make sure that blank wide (132 columns) paper is inserted 
in the printer before entering Y to this question (or using the 


default by pressing the RETURN key). Entering N causes this 
question to be repeated. : 3 oe | 3 


The computer then prompts you with: 
2. Are FORMS aligned? (¥/N) 

Be sure that the paper is properly aligned within the ‘printer. 

and is aligned at the top of the form before entering Y (or. 


using the default by pressing the RETURN key). Entering N causes 
this question to be repeated. © : 
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The report is printed sorted according to the Sort Option 
selected. As information for each Employee is printed, the count 


of the Employee that is being printed is displayed on age screen 


next to "Printing Payroll RECOTG. +0" 


When printing is comphetedy the computer prompts the user with | 


the question: 


4. Reprint Report? (Y/N) 


Enter Y if you wish to have the report reprinted. The computer 


will prompt the user with the Forms nestles; after which, the 
computer will reprint the report. 


The user can return to the Primary Option Menu at any time 
(except while the computer is sorting the Employees), by 
responding to any prompt by uSing the SHIFT key together with 
key 20 (the rightmost key at the top of the keyboard). 


To restart the EMPLOYEE MASTER LIST screen, respond to any 


prompt by using the SHIFT key together with key 18 (the third 
key from the right at the top of the keyboard). 
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Chapter 12 


This chapter describes how to Bae ea a wide range of functions 


associated with the end of a Month, Quarter and Year. Period End 


Work functions enable the user to print a number of reports and 


to perform Month-end, Quarter-end and Year-end processing. 


Period End Work allows the user to print the following reports: 


l. Tax and UCI report 
2. 941A report 

3. Department report 
4. W2 forms 


Each of these reports are described later in this chapter. 


Month-end, Quarter-end and Year-end Processing are essentially 


Similar processes, with only minor differences. The Period End 
process is used to reset the Payroll Module files to start the 
new period. , 


Essentially the Period bas process is an internal process auto- 
matically performed by the computer and requires little user 
intervention. During the Period End process, the YTD Totals, 
Department Master, Employee Master and Payroll Summary files are 
updated. The specifics are described later in this chapter. | 


The following actions must be performed prior to initiating the 


Period End PECESSG: in the order indicated: 


1. All Paychecks to be paid before the Period End must be 
printed. | 


2. The Check Register report must be printed. 


3. The Payroll must be Posted (Primary Option Menu selection 
number 8). 


4. The Payroll Data diskette must be. copied to a backup 
diskette,so that information erased during the Period Boe 
process can be recovered if needed. 


5. The appropriate Period End reports must be printed. 
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In addition, this chapter also describes how to exit from the 


Payroll module to another module of the Integrated Business 


~systen. 
STARTING PERIOD END WORK 


7O. ‘nitrate Period End Work, enter 10 (for the Menu Selection, 
PERIOD END WORK), in response to the "ENTER Menu Selection" 
prompt on the Primary Option Menu. The computer responds by 


Gisplaying the PERIOD END WORK Menu. Figure 14 illustrates this > 


Menu. 


» PRINT Tax and UCI Report 
» PRINT 941A Report 

« PRINT Department Report 
« PRINT W2 Forms 


MONTH END Processing 


« QUARTER END Processing 
« YEAR END Processing 


ENTER Menu Selection oe 
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Figure 14. Period End Work Nenu. 


TO perform any of the functions on the PERIOD» END WORK Menu, 


enter the number associated with that function, in response to 
the "Enter Menu Selection" prompt. The computer responds by 
displaying the appropriate screen to perform that function. 


AS ‘a part of Closing and processing at the end of a Period, 
certain reports can be printed, as required by management and/or 
government regulations. The reports which can be produced by the 
Period End functions are described below. 


The Tax and Unemployment Compensation InsSurance Report is 
printed on a Monthly basis, as an adjunct to # £Month-End 
processing. This report lists all the employees (in Employee 
Number order) and provides the following information for each 
employee: oe 


= Employee Number and Name 


~ Employee's Social Security Number 
- Year-to-date Gross Earnings 
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- Year-to-date Taxes Withheld 
~- Quarter-to-date FICA Earnings 
- Quarter-to-date UCI Earnings 


To print this report, enter 1, in response to the “Enter Menu 
Selection" prompt on the PERIOD END WORK Menu. The computer 
responds by displaying the appropriate PRINT REPORT screen. The 
Select and Sort Options are predetermined by the computer. To 
initiate printing, enter Y in response to the PRINT STATUS © 
questions: : | 7 


1. Proper Forms Mounted? (Y/N) 
2. Are Forms Aligned? (Y/N). 


The report may be reprinted as needed by responding Y to the 


question: 


4. Reprint Report? (Y/N) 


| Responding lin response to this question causes the computer to 


return to the Primary Option Menu. 


941A REPORT 


The 941A Report is printed on a Quarterly basis, as an adjunct 


_ to Quarter-End processing. This report lists all the employees 


(in Employee Number order) and provides the following 
information for each employee: ee 


Employee Number and Name 
Employee's Social Security Number 
Quarter-to-date Gross Earnings 
Quarter-to-date FICA Earnings 

- Quarter-to-date State Earnings 


To print this report, enter 2, in response to the "Enter Menu 
Selection" prompt on the PERIOD END WORK Menu. The computer 
responds by displaying the appropriate PRINT REPORT screen. The | 
Select and Sort Options are predetermined by the computer. To 
initiate printing, enter Y in response to the PRINT STATUS 
questions: 


i Proper Forms Mounted? (Y/N) 
2. Are Forms Aligned? (Y/N) 


The report may be reprinted as needed by responding Y to the 
question: : | 3 


4, Reprint Report? Bile 


Responding N in response to this question causes the computer to 
return to the Primary Option Menu. 
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DEPARTMENT REPORT 


The Department Report is printed on a Monthly basis, as an 
adjunct to MNonth-End processing. This report: ~lists all: £ne 
Departments (in Department Number order) and provides the 
following information for each department: | 


= Department Number and Name 

- Department Run Code : 

- General Ledger Account Number for this Department 

- Month-to-date Totals for Labor Hours, labor Dollars, 
and Budget Dollars 

- Quarter-to-date Totals for Labor Hours, Labor Dollars, 
and Budget Dollars 

- Year-to-date Totals for Labor Hours, Labor Dollars, 
and Budget Dollars : 


To print this report, enter 3, in response to the “Enter Menu 
Selection" prompt on the PERIOD END WORK Menu. The computer 
responds by displaying the appropriate PRINT REPORT screen. The 
Select and Sort Options are predetermined by the computer. To 
initiate printing, enter Y in response to the PRINT STATUS 
questions: | 7 


1. Proper Forms Mounted? (Y/N) 
2. Are Forms —- (Y/N) 


The report ST be reprinted as needed by responding Y to _ the 
question: | A 


4. Reprint Report? (Y/N) 


Responding N in response to this safer’ causes the computer to 
return to the Primary Option Menu. 


W2 FORMS 


W2 Forms are printed on a Yearly basis, as an adjunct to Year- 
End processing. W2 Forms are printed for every employee who has 
worked for the company during the year. These forms are printed 
in Standard Federal W2 Form format on preprinted W2 forms, which 
are printed one on top of the other (l-across forms), or two 
forms side-by-side (2-across forms). Printing these forms at 
Year-end is a Federal requirement. | 


The information on the W2 forms includes: 


- Employer's Federal Tax ID 

~ Employee's name and address 

- Employee's Social Security number 

- Employee § Gross Earnings : | ? 

- Employee's Withholding Taxes, Federal, State, Local 

- Whether the employee participates in a Pension ce 
and other information. 
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To print this report, enter 4, in response to the “Enter Menu 
Selection" prompt on the PERIOD END WORK Menu. The computer 
responds by prompting the user with the question: ‘ 


Please enter the EMPLOYER's Federal Tax ro... | | 
(must be entered using this format: POEs 12-345678 


Enter the Company's Federal Tax ID number as an 8-digit number 
with a dash between the second and third digits, as shown. There 
is no default for this item. The computer now prompts the user 
with the question: : | 


Are employees covered by a pension plan? (Y/N) — 


If the company has a Federally qualified pension plan in place, 
enter Y in response to this question. Otherwise, enter N. There 
is no default for this question. Once either Y or N is entered 
in response to this question, the computer responds by 
displaying the appropriate PRINT REPORT screen. The Select 
Option is predetermined by the computer. If you are using l- 
across Preprinted W2 forms, enter 1 for the SORT OPTION (1- 
across Forms) in response to the OPTION: prompt.If you are using 
2-across Preprinted W2 forms, enter 2 for the SORT OPTION (l- 
across Forms) in response to the OPTION: —— 


To initiate printing, enter Y in response to the PRINT STATUS 
one: : 


1. Are W2-Forms Mounted? (Y/N) 
2. Are Forms Aligned? (Y/N) 


During printing, the screen ai velave the number of W2's being 
printed. If an employee is encountered who has no Year-to-date 
amounts, a message to that effect appears on the screen. In this 
case, the user must press the RETURN key to resume processing 


and no W2 form is “printed for that employee. 


The report may be reprinted as needed by responding Y to the 


question: 


4. ‘Reprint Report? (¥/N) 


hégsuaarag N in response to this question causes the computer to 
return to the Primary Option Menu. | 


MONTH END PROCESSING 


Month End processing is performed after the Payroll has been 
posted and all Month-End reports (including the Tax & UCI report 


and the Department report) have. been printed. The Month-End 


process clears the Payroll Summary file (resets all the days to 


zeroes), resets the Department Master totals for the Month-to- 


date and resets the Month-to-date Earnings in the Year-to-date 
Totals file. 
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INITIATING MONTH END PROCESSING 


Be sure to print the following reports prior to initiating 


Month-End procesSing: 


- The Check Register Report 
- The Tax and UCI Report 
- The Department Report 


In add teens be sure to make a Back- -up data eke: to insure 
that data is not lost through any possible error. Refer to 
Chapter 15, Using File and System Utilities, for information on 
making a Back-up data diskette. — 


“Mo initiate Month-End Processing, enter 5. (for -the Menu 
selection, MONTH END Processing) in response to the "Enter Menu 


Selection" prompt on the PERIOD END WORK Menu. The computer 


responds by displaying the MONTH END PROCESSING screen. Figure 
15 MeL EET es this BO ERR: » 


Have the fad coiiens oe been printed? (Y/N)...¥ 
1. Tax & UCI Report 
2. Department Report 


Clearing Payroll Summary Totals 
Clearing Department Totals 
Clearing Payroll Master Totals 
Clearing Year-To-Totals 


*kkkk* Please make backups of all data disks! - Press RETURN 
to continue. ***** 


Figure 15. Month End Processing Screen. 
Once the user enters Y in response to the question: 
Have the following reports been printed? (Y/N) 


The Month-End process is initiated and cannot be interrupted. 
There is no default for this question and entering N causes’ the 
computer to return to the Primary Option Menu. | 


As the computer resets and/or aterce ‘the appropriate entries for 
this Period Ending in the indicated files, a message appears in- 
dGicating which file 1s being reset. When all the appropriate 

files have been reset, a message appears recommending that 
Backups be made of all data diskettes and prompting the user to 

press the RETURN key to continue. Once the RETURN key is 
pressed, Month-End processing is completed and the computer: re- 

turns to the wee? Option Menu. 7 
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OQuarter-End processing is performed in a similar manner to Nonth 
End processing, except that in addition to the Month End reports 
(the Tax & UCI report, the Department report), the 941A 
Quarterly report must also be printed prior to initiating 
Quarter-End processing. | Fa 


The Quarter-End process clears and resets the same Payroll files 
as the Month-End process, except that in addition to resetting 
the Month-to-date fields in these files, the Quarter-to-date 


fields are also reset. 


R & N 


Year-End processing is performed in a Similar manner to Month- 
End and Quarter-End processing, except that in addition to the 
Month End reports (the Tax & UCI report, the Department report), 
and the 941A Quarterly report, the W2 forms must also be printed 
prior to initiating Year-End processing. 


The Year-End process clears and resets the same Payroll files as 


the Month-End process, except that in addition to resetting the 


Month-to-date and Quarter-to-date fields in these files, the 
Year-to-date fields are also reset. With regard to the Year-to- 
date Totals file, the entire file is cleared and reset to 
ZeLOeCS. | : 3 | | 


EXITING TO ANOTHER MODULE 


This section describes how to exit from the Payroll module and 
initiate processing for either the Payroli System Maintenance 
diskette or another module (such as the General Ledger Module) 
of the Integrated Business System. | | | 


To terminate Payroll processing and exit to another module 
diskette, enter 11 (for the Menu Selection, EXIT To Another 
Module), in response to the "ENTER Menu Selection" prompt on the 
Primary Option Menu. The computer responds with the message: 


INSERT DISKETTE and PRESS RETURN 
At this point, you may return to the Primary Option Menu by 


pressing the SHIFT key together with key 20 (the rightmost key 
at the top of the keyboard) or initiate another diskette. 
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To initiate another diskette, whether for another module or to 
perform Payroll System Maintainance functions, follow the 


instructions indicated by the computer message. Remove the 


Payroll diskette (PRMASTER1) from the Left Drive (Drive 0) and 
return the diskette to its envelope. If another data diskette is 


needed, remove the Payroll Data diskette (IBSDATA) from the 
Right Drive (Drive 1) and replace it with the appropriate data 


Giskette. Insert the desired module diskette into the Left Drive 
(Drive 0), lock it and press the RETURN key. The computer 


responds by prompting you to enter the Report Date. Enter the 


date as a six-digit number (mm/dd/yy), in a similar manner as 
for the Payroll module. The computer responds by displaying the 
main menu for the new module. 


3 0- 


prereererrrererererrrerrprrRPeeeeeeeee 


| sé &@© @ eo e¢ @@eeeeeegee#eaeQ@e-esvsvs =e eEeEVsEesVvesvsesesssseswsesswswWwse< 


Chapter 13 


INSTALLATION OF THE PAYROLL MODULE 


This chapter describes how to install the Payroll Module, 
determine file sizes and initialize the Payroll Module files. 


The Payroll Module is supplied on three diskettes: 


l1. Payroll Diskette (PRMASTER1) : 
2. Payroll Maintainance Diskette (PRMASTER2) 
3. Payroll Data Diskette (IBSDATA) 


If the user's computer has more than two Drives available, or a 
large amount of data is anticipated, more than one Data disk- 
ette may be obtained and should be appropriately labelled (i.e., 
IBSDATAL, IBSDATA2, etc.). © 


A special Installation procedure program (called PRINSTALL1) is 
contained on the diskettes. This program performs the Install- 
ation process and guides you through the Installation procedure. 
This special Installation program does not reappear once the 
Payroll Module Status file has been built. Therefore, it is 
recommended that Back-up diskettes be made on blank diskettes, 
before beginning the Installation procedure, so that the special 
Installation program can be subsequently retrieved from the 
Backup diskette, if needed. Refer to Chapter 15 in this manual 
for information on using System Utilities to make a Back-up 
diskette. | | eee 


The Installation process consists of the following activities: 
1. Creating the Status (or Control) file. ; 


2. Defining and Building the following Payroll Module files: 
~ Payroll Master file 
~ Year-to-date Totals file 
- Scheduled Deductions file 
- Department Master file 
~- Tax Tables file 
- General Ledger Table file > 
- Payroll Summary file 
~-~ Payroll Description file 


3. Initializing the Payroll Module files by entering data 
to bring the files up to date for Start-up. | 
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To install the Payroll Module, follow the Installation procedure 
described below. Remember to make Back-up copies of the 
PRMASTER1 and PRMASTER2 diskettes before starting the procedure, 
because once the Status file has been. created, the special 
Installation program (PRINSTALL1) cannot be retrieved. 


INSTALLATION PROCEDURE 
To install the Payroll Module, use the procedure described 


below. Note that it is convenient to perform Step 10, File 
Sizing, prior to starting the Installation procedure. 


STEP 1. | | 

Insert the Payroll Diskette (PRMASTER1) into the Left Drive 
(Drive 0). Be sure that the Write-enable tab is on; i.e., that 
the rectangular notch on the diskette is covered by a tab. 

STEP 2. 7 : 

Basic code appears on the screen and the System initiates the 
Special Installation program (PRINSTALL1) and instructions ap- 


pear on the screen. Follow the screen instructions Pebioetpa ve 
the Installation procedure. 


Read the instructions on Screen 0, then enter YES and press’ the 
RETURN key to proceed. Read the instructions on Screen 0.1, then 
enter 0 (zero) to indicate the drive containing the PRMASTERI] 
diskette and press the RETURN key. 


STEP 4, 

Insert a blank diskette (formatted for ybur model computer) into 
the Right Drive (Drive 1). This blank diskette will have any 
information currently on it erased during the Installation 
process. During the Installation process, the diskette in Drive 
1 will become the Payroll Data Diskette (IBSDATA) and will 
contain the Payroll Module files. The diskette must have the 


Write-Enable Tab on, i.e, the rectangular notch on both 


diskettes must be covered with Tabs. 


SLEEP 5. ; 

As instructed, enter OK, to indicate that a blank diskette with 
the Write-enable Tab on, is in Drive 1. If a diskette is not in 
Drive l, insert it now and enter OK. Wait approximately one 
minute for the diskette to be cleared. A screen instruction will 
indicate when the diskette has been successfully cleared. 


Remove the blank diskette from Drive 1, aS instructed. It is now 
the IBSDATA diskette. Write “IBSDATA" in pen on the label. 
Reinsert the diskette into Drive 1 and enter OK to continue. 


STEP 7. | 
If more than one IBSDATA diskette is needed to contain data, 


enter Y, as instructed, and repeat the procedure from Step 4. If 


one IBSDATA diskette is sufficient, enter N to continue. 
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STEP 8, 


As instructed on Screen 0.2, create the Status file by entering 
OK. Once OK is entered, the Status file is created and you may 
begin specifying the Status file parameters, which are used to 
control Payroll Module processing. Any of the specifications 
entered for the Status file at this time can be subsequently 
Changed by modifying the already-built Status file through the 
system Maintainance function, as described in Chapter 14, System 
File Maintainance. | 


STEP 9. of | 

At this point, Screen 0.3 appears. Use this screen to specify 
the System (or Report) Date (i.e., Today's date) and the name 
and address of the Company this Payroll Module is being 
installed for. This name and address is printed on all Checks 


and Reports, as the Title name and Address. Enter the 
information for this screen, as follows: : 


1. Report Date - Enter Today's date or any date as the 
System Date. Enter two digits for the Month, Day and 
Year, respectively. For example, 110580, for Nov. 5, 
1980. There is no default for this item. 


2. Owner's Name - Enter up to 29 characters. 


3. Owner's Addr Lines 1-4 - Enter up to 29 characters 
“per line for the Company address as it is to appear 
On reports, Invoices, etc. The default leaves the 
line blank. | oa 


At this point, Screen 0.4 appears. Use this screen to specify 
Hardware (i.e., Printer) Options, Active Interfaces (with other 
Modules), the Next Time Card Number (e.g., for Time Cards and 
Checks) and Miscellaneous information... Use the RETURN key to 
Specify the default values, which are displayed for each item. 
Refer to Chapter 14, System File Maintainance, for additional 
information on these parameters. Enter the information for this 
Screen, as follows: | 


Haraware Options 


1. Printer Baud Rate © 9600 is the default. This number must 
match the baud rate set on the Printer. 


2. Printer Nulls —. ero (0) is the default. | 


Active Interfaces 


Specify whether the Payroll Module is to interface with the 
other indicated Modules in the Integrated BuSiness System. The 
default for each of the other Module interfaces is 1, which 


indicates no interface between the Payroll Module and that 
particular Module. 7 | | 
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3. Job Management Module Enter 2, to specify an active 
| interface. Use the default to 
Specify no interface. 


4. General Ledger Module © © -Entler-.2> to specify an active 
interface to the General Ledger 


Module. Use the default (1) to 
specify no interface. 


Next Time Card Number 

The Next Time Card number is the number to be assigned to the 
next Time Card to be entered. The next Paycheck number is the 
number to be assigned to the next check to be printed. . 


5. Next Time Card Number a Enter any integer from 1 to 
2 999999. The default isl. 


6. Next Paycheck Nunber — Enter any integer from 1: to 
| 999999. The default isl. 


Miscellaneous 

“J.-S Code Length — Enter any integer from l to ll. 
| | The default is 5. | 

STEP 10. 


At this point, Screen 0.5 appears. This screen is used to spec 
ify the Maximum size (in number of records per file) for each of 
the Payroll Module files and build the files. The Drive number 
of the Drive containing the IBSDATA diskette on which these 
files are to be built is also specified for each of the files. 
The number 1 is normally specified (for Drive 1), for the brive. 
If you have not already done so, calculate the Maximum sizes for 
each of the following files: 


~ Time Cara file 

~ Accrual file 

- Employee Master file 

- Year-to-date Totals file 
- Department file 


‘The following files have their Maximum sizes pre-set and should 
not be altered: | 3 eee 


FILE ; | : MAXIMUM SIZE 
Payroll Descriptions file © ve 1 
General Ledger Table file 30 
Payroll Summary file a ie 30 
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To calculate the Maximum Pile Size for each of ait: files, 
the following eqyations and St aene Set 


3 


SAMPLE PAYROLL CAPACITY WORKSHEET FOR THE DATA DISK 
(Provides the number of disk sectors required) 


EMPLOYEE MASTER FILE | 
Integer [ N x 226 / 256 were ce ececccvececes 
Where N is the maximum numbet Ot employees. 
BEAR-TO- | 
Maeeger { Nx 260-/ 256. + 1 ] = 600 seus uy owe ees 
DEPARTHENT FILE 
Pe thoecer [| N x 103 7 256 3°1°] #2 
Where N is the maximum number of departments. 
ME CA [LE ahs: 
Integer [ N x 103 / 256 +1] = ee ee 


Where N is the number of Time cards for the 
largest pay period. 


ACCRUAL PILE 
Integer [ N x 163 / 256 +1] = oceeceesenreeeer 


use 


Where N is the number of employees to be paid 


for the largest pay period within the month. 
-PEDE X TABLE | 


integer.[ & x 155 7356 + 1-1 = oe 


STATE TAX TABLE | | 
Integer [ N x 87 / 256.+1 ] 


LOCAL TAX TABLE aaa 
me . ntateger JN. 42 7.256.940) = ee 
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Integer [ 1 x 209 / 256 + l ] = SSL PCOUEO. BN L 
7 eee 7 FIXED 


PAID EMPLOYEE FILE 
Integer [ N a 14 } 256 + oe ree. eee ee eee ee SES 


Where N is the maximum number of employees. 
paid for the largest pay period. 


STATUS (CONTROL) PILE | 
Integer [ 25 x 30 / 256 + = = A ee ee _4 


FIXED 
Integer | 50. & 96 7 sep o Seto) © v2 esau Oa ed: 
— SS | FIXED 
VERA E 
Integer | 30 x 34 7 256 4 1. J = seesccvecessees 3 
: ee Se FIXED 


- INDEX (SORT) 
Integer [ N x 6 f 256 + 1 J] = cesceceeeseeeeses 
Where N is the number of employees. 
RATCH (SOR | | 
Taberer [ Nx 25 7 256 + i Fe ieee 
Where N is the number of employees. , 


Be sure to build the files on the IBSDATA diskette. The "Build" 
function reserves space on the diskette for the specified file. 
However, the file does not contain any data. Each of the files 

must be initialized with data in order to complete the Installa- 
tion. 


STEP ll. 

At this point, remove all diskettes, as instructed by Screen 0./ 
and insert the PRMASTER1 diskette into Drive 0 and the PRMASTER2 
diskette into Drive 1. Be sure both etre have the Write- 
enable Tab on. Enter OK to continue. | gi 


As instructed, remove all diskettes. Remove the Write-enable Tab 
from the Monthly diskette (PRMASTER2) and insert it into Drive 


0. Insert the Data diskette (IBSDATA), with the Write- 


enable Tab on, into Drive l. Enter OK to continue. 
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STEP 12. | : | Os oe 

The computer now prompts you to enter the System (or Report) 
date. Enter the date as a Six-digit number, with two digits each 
for the Month, Day and Year, respectively. At this point the 


- Payroll System Maintainance Menu is displayed. Use the File 


Maintainance functions (Menu Selections 1 through 9) to enter 
data for Start-up to the Payroll Module files, 


‘To. add data, change file definitions specified during the 


Installation process and/or for additional information on the 


Payroll Module files, refer to Chapter 14, System File 


Maintainance, 


Once the Payroll] Module files have been built, data ig entered 


into the files to bring the files up-to-date for Start- 


up.- Employee payroll balances, Year-to-date Totals, Scheduled 


deductions, etc., which are entered to the Payroll Module files 


must match the balances in the previous Payroll system. 


To initialize the data in the files, enter the data into the 
files listed here, in the order Shown: 


1 


The Department Master file S | 
Enter all the data for each department in the company. 
At least one department must be entered into this file. 


2. The Tax Table files 
Enter the Tax Table information into: 
- Federal Tax Table file 
- State Tax Table file 
~- Local Tax Table file 


3. General Ledger Table file 


Enter the General Ledger accounts to which the payroll 
applies into this file (whether or not the General Led- 
ger module is interfaced). | | 


4. Employee (Payroll) Master file 
Enter every employee in the company into this file, 


9. Payroll Description file | | 
Enter text descriptions for any Other Pay items, Sched- 
uled Deductions and Other (Non-scheduled) deductions 
to be used for Time Card and file entry. It is recon- 
mended that at least one item in each category be called 
"Other" or "Miscellaneous". It is also recommended that 
any blank fields have dashes entered, so that these des- 
Criptions do not appear as empty fields when Time Cards 
are to be entered, | eo | | 
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6. Scheduled Deductions file 
| Enter the Scheduled Deductions for each employee (as ap- 


propriate) listed in the Employee ngnie Master esate 


into this file. 


7. Payroll Summary pine 7 | 
Bring the Payroll Summary file up-to-date for the cur- 
rent si Se using data from the ola eis ce system. 


Bo. YTD Totals file 
Bring the Year-to-date Totals file Sperooane for each 
SRELOYee using data from the old Payroll system. | 


Initialize the data in each of the files by using the System 


File Maintainance function to add information (such as _ adding 


new employees), as described in Chapter 14, System File 


Maintainance. 
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Chapter 14 


This chapter describes how to maintain the iaban files. System 
Maintenance allows the user to perform a wide range of 
functions, such as adding information, changing and deleting 
information from files, examining the information in the files 
and so on. Using System Utilities to perform many additional 
functions is described in Chapter 15._ | 


TIATIN [AINTENANCE 


To initiate System Maintenance, insert the Payroll Maintenance 
diskette (PRMASTER2)in the Left Drive (Drive 0). The data 
diskette (IBSDATA) should be in the Right Drive (Drive 1). The 
computer prompts you for the Report Date, which is entered aS a 
Ssix-digit number (mm/dd/yy) After the user enters Y, to 
indicate that the date is correct, the computer responds by 
displaying the Payroll System Maintenance Menu. Figure 16 
illustrates the System Maintenance Menu. 


Enter Menu Selection ==> __ 


[Screen 2 ====== Bagioit SYSTEM MAINTENANCE MENU ====== 04/15/80 | 
| 

7 FILE MAINTENANCE UTILITIES a 
|1. Payroll Master ae 10. File Utilities | 
(2. YTD Totals © 11. Change the System (Report) Date | 
13. Scheduled Deductions 12. Prepare a New Disk © | 
|4. Department Master 13. Print a Disk Catalog a 
15. Tax Tables 14. Create a BACK-UP Disk ~~ | | 
|6. General Ledger Tables | 3 : 
17. Payroll Summary | ea Ry 
[8. Status (Control) 15. EXIT to another module 
7 Payroll Description | ! 
| 
| 


‘Figure 46: System Maintenance Menu. — 
ae computer prompts for an entry with the prompt : 


Enter Menu Selection == 
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To examine, add, change and/or delete information in any of the > 


Payroll files, enter the number associated with that file in 
response to the "Enter Menu Selection" prompt. For example, 
enter 1 to add a new employee to the Employee (Payroll) Master 
file. | 
PERFORNIN | E MAIN N 

In order to perform System file maintenance, the user must know 
how to handle the Maintenance screens and how to use the Screen 
selection instructions. . | 


HANDLING E 


The computer displays one or more screens for each file which 


can be accessed aS a Menu selection. If there is more than one 


screen for this file (e.g., the Status file), the screens are 


labelled seguentially, Screen 1, Screen 2, etc. 


To restart any screen, use the SHIFT key together with key 18 


(the third from the right at the top of the conigepepinee 


To return to the last previous screen or Menu, use the SHIFT key 
together with key 19 (the second from the right at the top of 
the keyboard). | | 


To return to the Payroll System Maintenance Menu, use the SHIFT 
key together with “ee 20 (the rightmost key @t the top. of .-the 
keyboard). 

IN REEN SELECT z 


Each of the screens for the files specified on the System 
Maintenance Menu displays a set of Selection Instructions, which 


indicate how to make entries to that screen. In addition, the > 


screen displays a message at the bottom of the screen which 
indicates how to enter the item of current interest. This mes- 
sage usually indicates the allowable or valid range of entries. 


The File Maintenance screens all have selection instructions at 
the pottom of the screen. Fagure 17 ilbusttetes these 
instructions.» : 


nee i |Y Accept |D =Delete | 'RETURN' =Screen Advance 
| 


| 


IN = Reject |A =Change all|'LINE #' =Change one field] 


Figure Lis system Maintenance Screen Instructions. 
These instructions generally perform the same function in all of 


the Maintenance procedures. Any difference from the following 
description is noted in the description for that procedure. 


wie 
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In general, use these instructions as follows: 


_ SELECTION oo. PURPOSE 


Y 3 Save all entries on the screen in the file 
are file and restart the screen. 


N $35 Reject all entries currently made on the 
screen and restart the screen. 


D = | Delete the information currently displayed 
| displayed on the screen from the file. | 


A | Allows the user ‘to change all Bile informa- 
tion items for current cite nigel | | 


RETURN | Pressing the RETURN Key saves the entries 
currently on the screen in the file and 
returns to the System Maintenance Menu. 


LINE #. at you wish to add, change, or delete a 
| single item, enter the number on the screen 


associated with that item and then enter 
the correct value. For example, to change 


the Employee's Zip Code ( see MAINTAINING 
THE EMPLOYEE MASTER FILE or Figure 18 ), 


enter 4 ( for the item, Zip Code) for the 


Selection and then enter the correct a AP 
Code. 


When the selection instruction is entered, the cursor moves to 
the selected item and allows the user to change that item with 
another entry. Once the item is entered and the RETURN key is. 
pressed, the cursor returns to igual for the next selection 
instruction. : 


Each of the File Maintenance functions is described separately 
in this chapter. For ‘a description of using -the System 
Utilities, refer to Chapter 15, Using Fico and System 
Utilities. | | 3 | 
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MAINTAINING THE EMPLOYEE (PAYROLL) MASTER FILE 
To add, change or delete an employee (or other employee inform- 
ation) from the Employee Master file, enter 1, (for the Menu 
Selection, Payroll Master) in response to the "Enter Menu 
Selection" prompt on the System Maintenance Menu. The computer 
responds by displaying the ADJUST EMPLOYEE MASTER RECORD screen. 


Employee Master file maintenance allows employee information to 
be added, changed or deleted. | | 


If the user wishes to add a new employee to the file, entries 
which are applicable to that employee must already exist in each 
of the following files: 3 : 


- Department Master file 
~ State Tax Table file (see Tax Tables) 
- Local Tax Table file (see Tax Tables) 


That is, the Department the employee is to be assigned to, must 
have an entry for that Department in the Department Master file. 
The State and City where the employee resides must have entries 
for that State and City in the State and Local Tax Table files, 
respectively. Unless and until entries for the Department, State 
and Local codes already exist in the indicated files, a new 
employee with any of these items may not be entered into the 
Employee Master file. When these codes have been entered to the 
appropriate files, the computer displays the appropriate values 
for the indicated items during entry of the new employee to the 
Employee Master file. | : | 


When the new employee is entered into the Employee Master file 


and this entry is saved in the Employee Master file, the com- 


puter automatically creates entries for that employee in two | 


other files: 


= 0ly. Obes os eee ae 
~ Scheduled Deductions file 


However, the items in these files are set to zero for this 
employee. The user must perform maintenance on these files to 
enter the appropriate information for this employee. Therefore, 
the sequence of files to be maintained in order to enter a new 
employee is as follows: | | | | | 


1. Department Master file 

2. State Tax Table file © 

3. Local Tax Table file 

4, Employee (Payroll) Master file 
5. Scheduled Deductions file. 

6. YTD Totals file 

7. Other files (as appropriate) 


Figure 18 illustrates the ADJUST EMPLOYEE MASTER RECORD screen. 
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23. F.1.C,Ac W/E. Limit 


Please Enter The Kear ove Numb & (1- ~999999) 
(Department, State and Local Codes must exist prior to 
adding new employees.) , 


| Screen 2.] ====== ADJUST EMPLOYEE MASTER RECORD ====== 04/28/80 
| EHPLOYEE NUMBER: a : | 
| 1. Name . 12. Last Quarter Paid 

| 2. Street 13. Department 

EER PS Oe he | | 14. Extra Federal w/t 

| 4. Zip Code 15. Extra State W/H 

{| 5. Social Security No. 16. Hourly Rate 

| 6. Workmen's Comp. Code 17. Salary Per Period 
| 7. Federal Exemptions (18. Pay Periods per Year 

| 8. State Exemptions 19. Payroll Run Code 

| 9. Marital Status (M,S,H) 20. Starting Date 

|10. State Tax Code | | 21. Termination Date 

ate Local Tax Code 22. Override Pay 

| 


Figure 18. The Adjust Employee Master Screen. 


How to enter each of the items on this screen is described 


EMPLOYEE NUMBER 


Every employee must be assigned an employee number in the 
Employee Master file. The Employee number is a 1-6 digit number 
which is used to identify that employee. If information is to be 
changed or deleted for an existing employee, enter the Employee 
number in response to the EMPLOYEE NUMBER: prompt. The current 
file information on that employee is displayed on the screen and 
the Selection Instructions appear at the bottom of the screen. 
Use the Selection Instructions to make the desired changes. 


If this is a new employee to be added to the file, enter a 
number (which is not used for any other employee) in response to 
the EMPLOYEE NUMBER; prompt. Then enter each of the 23 items on 
the screen, as described below. 


Using the default, by pressing phe RETURN key, for the Employee 


Number, causes the ROMREEeE to return =e the System Maintenance 
Menu. | | | 


NAME 
Enter the employee's name in any format desired. ‘Up. to 30.char- 


acters (including blanks) are allowed. No default is allowed for 
this item. | . | 
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Enter up to 30 characters for che Street address. No default-is 


allowea for this item. 
clay 
Enter up to 20 characters for the employee's city address. No 
default is allowed for this item. | , 7 
ZIP CODE 


Enter the employee's Zip code. All the digits of the Zip code 
must be entered. To change the number of Zip code digits 
allowed, use Status File maintenance to change the maximum nunm- 
ber of digits allowed for the Zip code as specified in the 
Status file. No default is allowed for this item. 


SOCIAL SECURITY NO. 


Enter the employee's Social Security number as a 9 digit number. 


No blanks or hyphens are allowed. No default is allowed for this 


item. 
VORKMENS. “LE b 


Enter the Workmen's Compensation Code for this employee, as a l 
or 2 digit number (1-99). No default is allowed for this iten. 


FEDERAL EXEMPTIONS 


Enter the number of dependents (including the employee) being © 


claimed by this employee, as a1 or 2 digit number Jae 15) The 
Gefault for this item 1s zero. 


Enter the number of State dependents (including the employee) 


being claimed by this employee, as al or 2 digit number (1-15). 
The default for this item is zero. 


HARITAL STAT 
Enter M if the employee is married, S if the euglcyee is. Single 


and H for Head of Household. No other entries are allowed ana 
there is no. default for. this item. 
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STATE TAX CODE 


Enter two characters to designate the State; for example, CA for 
California. A code entry for this State must already exist in 
the State Tax Table file. If a Code entry (e.g., CA) for this 
State does not exist in the State Tax Table, return to the 
System Maintenance Menu (using the SHIFT key together with key 
20) and make an entry for that State in the State Tax Table (see 
the section, Maintaining the Tax Tables, later in this chapter). 


There is no default for this item. 


LOCAL TAX CODE 


Enter two characters to designate the City; for example, LA for 
Los Angeles. A code entry for this City or locality must already 
exist in the Local Tax Table file. If a Code entry (e.g., LA) 
for this City does not exist in the Local Tax Table, return to 
the System Maintenance Menu (using the SHIFT key together with 
key 20) and make an entry for that locality in the Local Tax 
Table (see the section, Maintaining the Tax Tables, later in 


this chapter). There is no default for this item. 


fe RTE 


Enter the Last quarter of the year that this employee has been 
paid as a single digit (1-4). There is no default for this item. 


DEPARTHENT 


Fnter the number of the Department to which this employee is 
assigned. All employees must be assigned to a Department. Enter 
from 1 to 6 digits to designate the Department; for example, 2 
for Administration. A numeric code entry for this Department 
must already exist in the Department Master file. it a .Coge 
entry (e.g-, 2) for this Department does not exist in the 
Department Master file, return to the System Maintenance Menu 
(using the SHIFT key together with key 20) and make an entry for 
that Department in the Department Master file (see the section, 
Maintaining the Department Master File, later in this chapter). 
There is no default for this item. 


EXTRA FEDERAL W/H 


Enter the dollar amount (without $ signs) of any Federal Income 
Tax amount to be withheld from each paycheck, in addition, to 
the Standard amount to be withheld (based upon the Gross Pay and 
the number of Federal exemptions claimed). Any dollar amount 
from $ 0 to $999.99 may be specified. Using the default (by 
pressing the RETURN key) causes zero to be used for. this item. 
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EXTRA STATE W/H 


Enter the dollar amount (without $ signs) of any State Income © 


Tax amount to be withheld from each paycheck, in addition, to 


the Standard amount to be withheld (based upon the Gross Pay and © 


the number of State exemptions claimed). Any dollar amount from 
S$ 0 to $999.99 may be specified. Using the default (by pressing 
the RETURN key) causes zero to be used for this iten. 


HOURLY RATE 


All employees are designated as either Hourly employees or Sal- 
aried employees. These categories are mutually exclusive. If 


this employee is an Hourly employee, enter the per hour pay rate 


as a dollar amount (up to $999.99 per hour), without the $ sign. 
The cursor will then jump to the item, Pay Periods Per Year. 


If this employee is a Salaried employee, either enter zero for 
the Hourly rate, or use the default (by pressing the RETURN key) 
to cause zero to be used for this item. Then enter the Salary 
Per period. | | | 


To change an Hourly employee to a Salaried employee, enter the 


Selection Instruction, A, and then respecify all the items on 
the screen for this employee. | 


ALARY PER PER 


All employees are designated as either Hourly employees or Sal- 
aried employees. These categories are mutually excluSive. If 


this employee is a Sadlariea employee, enter the pay rate for a» 
given pay period (i.e., Monthly, Biweekly, Weekly, etc.) as a 
dollar amount (up to $99999.99), without the $ sign. The cursor 


will then jump to the item, Pay Periods Per Year. 


If this employee is a Salaried employee, either enter zero for 
the Hourly rate, or use the default (by pressing the RETURN key) 
to cause zero to be used for this item. Then enter the Salary 
Per Period. 


If this employee is an Hourly employee, the item, Salary Per 


Period, must be zero. 
To change an Salaried employee to an Hourly employee, enter the 


Selection Instruction, A, and then respecify all the items on 
the screen for this employee. +h | “ 
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Enter the number of pay periods per year for this employee, 


whether for an Hourly or a Salaried employee. Any one of the 
following entries only are valid: 


ENTRY | _ DESCRIPTION 
oe Monthly 
24 Semi-Monthly 
26 Bi-Weekly 
D2 | Weekly 


There is no default for this item. 


- PAYROLL RUN CODE 


The Payroll Run Code is used to specify which employees get paid 
on a particular Payday. When the Calculate Payroll function 
(Primary Option Menu selection number 5) is performed, the user 
specifies the Run Code. Only those employees with that Run Code 
(as specified in the Employee Master file) will be paid and have 


checks printed for them (when the Print Payroll Checks function, 


Primary Option Menu selection number 6, is performed). 


The user may set up Run Codes as is convenient. For example, Run 
Codes may be set up for employees at separate locations, or for 


different categories of employees, such as Temporary employees, 


Employees on leave, etc. Up to six Run Codes are available and 
at least one Run Code must be specified. 


During Calculate Payroll processing, if the user specifies a Run 
Code of zero (0), Payroll is calculated for all employees, 
regardless of the Run Code for that employee. 


Enter the Run Code as a single digit number (£rom 1 to 6). There 
is no default for this item. 


STARTING DATE 


| The Starting Date is the employee's first day of employment with 


the company. Enter the date as a six-digit number, with two 
digits each for the Month, Day and Year, respectively. For ex- 
ample, enter 010179, for January 1, 1979. A zero date (00/00/00) 


is not valid and there is no default for this item, 


TERMINATION DATE 


The Termination Date is the employee's last day of employment 
with the company. For an employee being terminated, enter the 
date as a six-digit number, with two digits each for the Month, 
Day and Year, respectively. Unless Override Pay is specified for 
this employee, no paycheck will be issued for this employee when 
the Termination Date falls within the os heb period 
(1.e., during the Calculate Payroll process). 
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For employees currently employed and not being terminated, use © 


the default (by pressing the RETURN key) to specify a zero date 
(00/00/00). The zero date indicates that the employee 1S cur- 
rently employed. | | 


OVERRIDE PAY 


Override Pay is a one-time special pay amount, such as a Bonus, 


incentive pay, Severance pay, etc. Once the Calculate Payroll © 
function (Primary Option Henu selection number 5) is performed, 


the computer automatically resets this item back to zero. 


The Override Pay amount supercedes any other pay amount due this 
employee and a Paycheck for the Override amount only will. be 
printed for this employee. | | 


Enter the Override Pay as a dollar amount (without the $ sign), 


up to $ 999999.99. Use the default (by pressing the RETURN key) 
to specify an Override Pay of zero. | 


Pad A, W/H MIT 


The F,i.C aA. W/H Limit is the maximum amount of earnings from 
which Social Security Withholding can be deducted for the 
current year. (Not the maximum amount of dollars to be paid to 
F.1.C.A. for the current year). This value is a set amount for a 
given year. This amount usually only changes either if there is 
some change in the law, or if the employee has had F.1L.Csh< 
deducted from wages earned with another company during the 


current year. 


Enter the F.I.C.A. W/H Limit as a dollar amount (without the $ 


~gign), up to $ 99999.99. Using the default causes a zero value 


to be entered for this item. 7 


Use the Selection Instructions to correct or revise any items on 
the screen. To save (iee., store) all the information on this 
employee as shown on the screen, enter Y, in response to the 
SELECTION: prompt. 3 


To restart the ADJUST EMPLOYEE MASTER RECORD screen, use the 


SHIFT key together with key 18 (the third key from the right at 
the top of the keyboard). To return to the system Maintenance 


Menu, use the SHIFT key together with key 20 (the rightmost key 


at the top of the keyboard). 
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MAINTAINING THE YTD TOTALS FILE 


The Year-To-Date Totals file contains the accrued totals of all 


Hours, Earnings, and Tax items for each employee for the current 


Year. A blank record in this file is created for each employee 


when the employee is entered and his record saved in the 
Employee Master file. When a new employee is added to the 
Employee Master file, nis record in the Year-to-Date Totais file 
will show zeroes for all items. If any values for the new 
employee are not zero (such as, Year-to-Date F.I.C.A. W/H 
Taxes), then these items in the Year-to-Date Totals file must be 
brought up-to-date. 


The Year-to-Date Totals file is kept current automatically. The 
file is updated during the Post Payroll process (Primary Option 
Menu selection number 8). To add a new employee, correct Year- 
to-date information and/or delete information from the Year-to- 
Date Totals file, Year-to-Date Totals maintenance is used. All 
the values in the Year-to-Date Totals file are reset to zero to 
Start the new year, after Year-end Closing is completed (through 
the Period End Work function, Primary ee Menu selection num— 
ber 10). 7 


fo initiate maintenance on the Year- teers Totals file, enter 
2, (for the Menu selection, YTD Totals), in response to the 
"Enter Menu Selection" prompt on the System Maintenance Nenu. 
The computer responds by displaying the first ADJUST EMPLOYEE 


YTD TOTALS screen. There are two ADJUST EMPLOYEE YTD TOTALS 


Screens. The user can advance from one of these screens to the 
other by pressing the RETURN key, as indicated by the Selection 


Instructions at the bottom of the screen, in response to the 


SELECTION: prompt. 


To change any item on the screen, enter the number associated 
with that item in response to the SELECTION: prompt. 


THE ADJUST EMPLOYEE YTD TOTALS SCREENS 
This section describes how to enter and change items on the 


ADJUST EMPLOYEE Yb TOTALS screens. Items may only be entered 
for an employee whose Employee number is saved in the Employee 


Master file. If no Employee number exists in the Employee ftiaster 


file for a specified employee, return to the System Main- 
tenance Menu and enter and save the Employee number and 
information for that employee in the Employee Master file. Then 
return to the System Maintenance Menu and return to maintenance 


on the YTD Totals file. 
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EMPLOYEE NUMBER 


Every employee must be assigned an employee number inthe 
Employee Master file. The Employee number is a 1-6 digit number 
which is used to identify that employee. If information is to be © 
changed or deleted for an existing employee, enter the Employee 


number in response to the EMPLOYEE NUMBER: prompt. The 
employee's name and all of the current YTD Totals Liles. 
information on that employee is displayed on the screen and the 


Selection Instructions appear at the bottom of the screen. Use 


the Selection Instructions to make the desired changes. 

If there is no Employee number saved in the Employee Master file 
for this employee (or an incorrect number is entered), the 
computer displays the message: 


ERROR-NO MASTER TO MATCH YTD - Hit RETURN to continue 


Press the RETURN key to be reprompted for the correct Employee © 


Number. Either enter the correct number or return to the system 
Maintenance Menu and perform Naintenance on the Employee Master 


Using the default, by pressing the RETURN key, for the Employee 
Number, causes the computer to return to the System Maintenance 
Menu. | : | 7 


BMS. LER H 
The user may enter or change any of the items on the screen, by 


entering the number associated with that item in response to the 
SELECTION: prompt. The cursor then moves to that item. Enter the 


desired value and press the RETURN key to return to the Sel- 


ection Instructions. Using the default (pressing the RETURN key) 
for any item, causes the displayed value to _ be retained. A 
message appears at the bottom of the screen for each item to be 
changed. The message indicates the type of allowable entry and 
the allowable range. For example: | | | 


Numeric entry: $9999999.99 maximume 
TEMS 22 THROUGH 34 
The user may advance to the second ADJUST EMPLOYEE YTD TOTALS 
screen by pressing the RETURN key in response to the SELECTION: 
prompt. Items may be entered on this screen in a Similar manner 
to the first screen. te i | | 


fo return to the first screen, press the RETURN key in response 
to the SELECTION: prompt. 3 


To restart either of the two screens, use the SHIFT key together 


with key 18 (the third key from the right at the top of the key- 


board). 


ce 


> 2 b & 6 6.2. GO GG OG OOOO ff © © ® © PO © 2 pe 2 PP ® ail 


_ To save ‘the current. screen information and restart ‘the first 
. ADJUST EMPLOYEE YTD TOTALS screen, enter Y, in response to the 
SELECTION: prompt. 


To return to the System Maintenance Hlenu at any time, respond to 


any prompt, by pressing the SHIFT key together with Bey 20 (the — 
gaa eiudibe key at the EOP: of ene pERUSBACES | 2 
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MALE ATN] Lo SCHEDULED ED TIONS ] [ A 


Scheduled Deductions are deductions from Gross Pay which are de- 
ducted from the employee's wages at regularly scheduled Payroll 
periods, such as Medical Insurance, Pensions, Life Insurance, 
etc. The Scheduled Deductions file contains an itemized listing 
of up to 6 Scheduled deductions and up to 6 Period codes (which 
indicate when each of the Scheduled deductions is to be 
applied), for each employee. : 


Scheduled Deductions file maintenance allows the user to add, 


change or delete information for any employee whose Employee 
number is saved in the Employee Master file. A blank record in 
this file is created for each employee when the employee is 
entered and his record saved in the Employee Master file. When a 


new employee is added to the Employee Master file, his record in 


the Scheduled Deductions file will show zeroes for all items. 


These items in the Scheduled Deductions file must be brought ape 


to-date. 


To initiate maintenance on the Scheduled Deductions file, enter 


3, (for the Menu selection, Scheduled Deductions), in response 
to the "Enter Menu Selection" prompt on the System Maintenance 
Menu. The computer responds by displaying the ADJUST eceimesicnsssteue 
DEDUCTIONS screen. 


To change any item on the screen, enter the number associated 
with that item in response to the SELECTION: prompt. 


SING THE ADJUST SCHEDULED DEDUCTIONS SCREEN 


This section describes how to enter and change items on the 
ADJUST SCHEDULED DEDUCTIONS screen. Items may only be entered 
for an employee whose Employee number is saved in the Employee 
Master file. If no Employee number exists in the Employee Master 
file for a specified employee, return to the System Main- 
tenance Menu and enter and save the Employee number = and 


information for that employee in the Employee Master file. Then = 
return to the System Maintenance Menu and return to maintenance 


on the Scheduled Deductions file. 


Text Descriptions for the Scheduled Deductions in this file are 
contained in the Payroll Description file. To add, change or 
delete any text descriptions of Scheduled Deductions, perform 
maintenance on the Payroll Description file (described later in 
this chapter). 
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Every employee must be asSigned an employee number in the 
Employee Master file. The Employee number is a 1-6 digit number 
which is used to identify that employee. If information is to be 
changed or deleted for an existing employee, enter the Employee 
number in response to the EMPLOYEE NUMBER: prompt. The 
employee's name and all of the current Scheduled Deductions file 
information on that employee is displayed on the screen and the 


Selection Instructions appear at the bottom of the screen. Use 


the Selection Instructions to make the desired changes. 


If there is no Employee number saved in the Employee Master file 
for this employee (or an incorrect number is entered), the 
computer displays the message: 


Employee not on Master - Hit RETURN to continue © 


Press the RETURN key to be reprompted for the correct Employee 
Number. Either enter the correct number or return to the System 
Maintenance Menu and perform Maintenance on the Employee Master 
file. | 


Using the default, aie BP the RETURN key, for the Employee 
Number, causes the computer to return to the System Maintenance 
Menu. 


U LION 


A Scheduled Deduction is a specified dollar amount (from 0 to 
9995.99) to be deducted from this employee's Gross Pay on a 
regularly scheduled basis. When this Scheduled Deduction is’ to 
be deducted depends upon the Period Code Associated with this > 
Deduction. For example, Scheduled Deduction 1 is to be deducted 
whenever the Period Code 1 code number is specified (during the 
Calculate Bayeu tL processing). : 


The user may enter or change any of the items on the screen, by 


entering the number associated with that item in response to the 
SELECTION: prompt. The cursor then moves to that item. Enter the 
desired value and press the RETURN key to return to the Sel- 
ection Instructions. Using the default (pressing the RETURN key) 
For any item, causes the displayed value to be retained. A 
message appears at the bottom of the screen for each item to be 


‘Changed. The message indicates the type of allowable entry and 


the allowable range. For. te coe 


ae deduction amount $669.99 Hasinum. 
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PERIOD CODE 


The Period Code is a Single digit number (1-6), which is used to 
indicate whether or not the Scheduled Deduction associated with 
this Period Code (that is, the Deduction immediately preceeding 
this Period Code on the screen), is to be taken for any Payroll 
Period. During execution of the Calculate Payroll function, the 
user Specifies the Period Code. Scheduled Deductions in the 


Scheduled Deductions file associated (for each employee) with | 
the indicated Period Code, are then deducted from the employee's 


pay. That is, only the Scheduled deductions with the Period Code 
Specified during Calculate Payroll processing are deducted. 


However, if a zero (0) Period Code is specified during Calculate 


Payroll processing, ALL the Scheduled Deductions for each en- 
ployee are deducted. 


To restart the ADJUST SCHEDULED DEDUCTIONS screen, use the SHIFT 


key together with key 18 (the third key from the right at the 
top of the keyboard). | 


To save the current screen information and restart the ADJUST 
SCHEDULED DEDUCTIONS screen, enter Y, in response to the 
SELECTION: prompt. : | | 


To return to the oystem Maintenance Menu at any time, respond to 


any prompt, by pressing the SHIFT key together with aey 20 (the 
rightmost key at the top of the keyboard). 
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The Department Master file contains the following information on 
each department in the company : | 


- The Department Number 

- Department Name 

- The Department's Payroll Run Code 

- General Ledger Account Number for this pepe: 

- Department Labor Hours: Month, Quarter and Year-to-date 
~ Dept. Labor Dollars: Month, Quarter and Year-to-date 

- Dept. Budget Dollars: Month, Quarter and Year-to-date 


Using Department Master file maintenance enables the user to 
add, change and/or delete a department (or department inform- 
ation). There must be an entry for a Department in the Depart- 
ment Master file, before any employee can be assigned to that 


department on the employee's record in the Employee Master file. 


At least one department must be defined in the Department Master 
file, regardless of the size of the company. 


To initiate Department Master file maintenance, enter 4, (for 


the Menu selection, Department Master), in response to the 
"Enter Menu Selection" prompt on the System Maintenance Menu. 
The computer rie ati by displaying the ADJUST DEPARTMENT DATA 
screen. 


This section describes how to enter each of the items on the 


ADJUST DEPARTMENT DATA screen. 
DEPARTMENT NUMBER 


Every department in the company must be assigned a Department 
number in the Department Master file. The Department number is a 
1-6 digit number which is used to identify that department. If 
information is to be changed or deleted for an existing 
department, enter the Department number in response to the 
DEPARTMENT NUMBER; prompt. The Department's name and all of the 


current Department Master file information for that department 


is displayed on the screen and the Selection Instructions appear 
at the bottom of the screen. Use the Selection Instructions to 


tInake the desired changes. 


If this is a new department to be added to the Department Master 
file, enter the new Department Number (1-6 digits) to be 
assigned for this department. The computer prompts the user to 


enter each of the items on the screen in turn, for this new 
department. pee = 


Using the default, by pressing the RETURN key, for _ the 
Department Number, causes the computer to return to the System 


Maintenance Menu. 


a a 


. NAMI 


Enter the title (or name) to be assigned to this department. Up 
to 25 characters are allowed. There is no default for this item, 


PAYROLL RUN CODE 


The Payroll Run Code is used to specify which departments get 
paid on a particular Payday. When the Calculate Payroll function 


(Primary Option Menu selection number 5) is performed, the user 


specifies the Run Code. Only those departments (and employees) 
with that Run Code (as specified in the Department and Employee 
Master files) will be paid and have checks printed for them 
(when the Print Payroll Checks function, Primary Option Menu 
selection number 6, is performed). 


TE a Payroll Run Code of zero (0) is specified during the Calcu- 
late Payroll process, all Departments and employees are selected 
for payment. | 


The user may set up Run Codes as is convenient. For example, Run 
Codes may be set up for each department. Up to six Run Codes are 
available and at least one Run Code must be specified. 


Enter the Run Code as a single digit number (from 1 to 6). There 
is no default for this item. 3 


G/L_ ACCOUNT # 


The General Ledger Account Number is an up-to 7 digit number, 
which is used to identify the appropriate General Ledger account 
associated with this department's payroll. 7 

This item records the total number of hours worked by employees 
in this department for the current Month-to-date (MTD), Quarter- 
to-date (QTD) and Year-to-date (YTD). These totais’ ~ are 
automatically updated through the Post Payroll function. When 
Monthly Closing is performed, the MTD amount is reset to zero, 


When Quarterly Closing, the QTD amount is reset to zero. When 
Yearly Closing, all the totals are reset to zero. 


To add, change or delete any of these totals, enter the number 
on the screen associated with the particular item, then enter 


the numeric value. Up to 999999.99 may be entered for any item. 
Using the default (pressing the RETURN key) ,causes the displayed 


value to be used. 
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LABOR DOLLARS 


This item records the total dollar amount of wages earned by 


employees in this department for the current Nonth-to-date 
(MTD), Quarter-to-date (QTD) and Year-to-date (YTD). These 
totals are automatically updated through the Post Payroll. 
function. When Monthly Closing is performed, the MTD amount is 
reset to zero. When Quarterly Closing, the QTD amount is reset 
to zero. mpen Yearly Closing, all the totals are reset to zero. 


To add, change or delete any of these totals, enter the miner 
on the screen associated with the particular item, then enter 
the numeric value. Up to 999999.99 may be entered for any item. 
Using the default (pressing the RETURN key) ,causes the displayed 
value to be used. 


BUDGET DOLLARS © 


This item records the amounts budgeted for payroll for this 
department for the current Month-to-date (MTD) , Quarter- 
to-date (QTD) and Year-to-date (YTD). ee 


To add, change or delete any of these totals, enter the number 
on the screen associated with the particular item, then enter 
the numeric value. Up to 999999.99 may be entered for any item. 


Using the default (pressing the RETURN key) ,causes the eee 


value to be used. 


To restart the ADJUST DEPARTMENT DATA screen, use the SHIFT key 


together with key 18 (the third key from te right at the top of 


the keyboard). 


To save the current screen information and restart the ADJUST 
DEPARTMENT DATA screen, enter Y, in response to the SELECTION: 
prompt. | 


To return to the System Maintenance Menu at any time, respond to 


any prompt, by pressing the SHIFT key together with key 20 (the 
rightmost key at the top of the keyboard). 
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HAINTAINING THE TAX TABLES 


Tax Tables are used to calculate Withholding Taxes on the 
employee's wages. There are three Tax Table files: | 


- ' Peanbet Tax Table file 
~ State Tax Table file 
- Local Tax Table file 


Maintenance on the Tax Tables enables the user to aniten, change 
and/or delete information from the Tax Table files. There must 


be at least one entry each in both the State and the Local Tax 


Table in order to enter any information for any employee into 
the Employee Master file. 


NITIA‘ , | E 


To initiate Tax Table Maintenance, enter 5, (for the Menu selec- 


tion, Tax Tables), in response to the "Enter Menu Selection" 


prompt on the System Maintenance Menu. The computer responds by 
displaying the TAX TABLE MAINTENANCE Menu. Figure 19 illustrates 
this Menu. . 


| | 
| | | 
| 1. Federal Tax Table | 
[a8 | 2. State Tax Table ~ : | 
| | 3. Local Tax Table | | 
bo | | | 
| | 
| 


Figure 19. Tax Table Maintenance Menu. 


Enter the number associated with the Tax Table to be referenced 
in response to. the "Enter Menu Selection" prompt. Using the de- 
fault (pressing the RETURN key), causes the Compares to return 
to the Systen ie enanes Menu. 


PEDERAL TAX TABLE 


To initiate Federal Tax Table maintenance, enter 1, (for the 
ienu selection, Federal Tax Table), in response to the "Enter 
Menu Selection" prompt on the TAX TABLE MAINTENANCE Menu. The 
computer responds by displaying the ADJUST FEDERAL TAX ‘TABLE 
screen. HOw to enter each of the items on this screen is 
described in this section. oe 
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SELECT TAX TABLE 


There are three Tax Tables in the Federal Tax Table file. To. 
access any one of these tables, enter one of the following: 


ENTER = ‘DESCRIPTION 


: Married 
S 7 Single 
H ) Head of Household 


Once the Tax Table selection is entered, the screen displays the 
current contents of this table and the Screen Selection Instruc- 
tions appear at the bottom of the screen. Use the Screen Selec- 
tion Instructions to make any changes. 


Using the default (pressing the RETURN key), causes the computer 
to return to the System Maintenance Menu. 


FICA PERCENT 


The FICA percent specifies the current F.I.C.A. percentage as 


determined by Federal law. Enter the current rate as a decimal 


number. For example, to specify 6.01 %, enter 6.01. Any value 


from zero to 99.999 may be entered. Using the default (pressing 


the RETURN key), causes the displayed value to be retained. 


The percent specified here is used to calculate FICA during the 
processing of the Calculate Payroll function. , : 


FICA MAX 


The FICA Maximum is the current maximum dollar amount of 
earnings that may have FICA applied, as specified by Federal 
law. Note this value is the maximum amount of earnings to which 
FICA is applied, not the maximum FICA amount for the current 
year. Enter this amount as a number (0-99999.99), for example, 


24800. Using the default, causes the displayed value to be 


retained. 


Once the employee's earnings exceed the amount specified here, 


no further FICA deductions are made during the processing of the 
Calculate Payroll function for that employee. 


EXEMPTION ALLOWANCE 


Enter the current dollar amount per exemption (or dependent), 
allowed by the Federal government, for example, 1800.00. Enter 
this amount as a number, from zero to 9999.99. Using the default 
causes the displayed value to be retained. 


igs 


E - TAX - 


These entries (items 4 through 24) form the actual Federal ax: 


Table. These entries should be copied from the appropriate 
Federal Tax Table (for Married, Single or Head of Househola 
persons). The Tax amounts and Percentages apply to the corresp- 
onding Base. The Base serves as a guideline for the computer to 


calculate the employee's Federal Withholding Tax. If an 


employee's Gross Earnings Year-to-date 1s equal to one of the 
Base amounts, then the employee's annualized Tax is equal to the 
Tax entry corresponding to that Base amount. If the employee's 
Gross Earnings Year-to-date falls between two Base amounts, the 
Tax from the lower Base amount is added to the specified Percent 
of the difference between the employee's Gross Earnings Year-to- 
date and the lower Base amount. The sum of the Tax amount = and 
the Fer cens. amount (of the AIBEEABHOS? 1 is the employee's Tax. 


Items 4 through 24, which make up the Federal Tax Table, are all 
numeric entries. Using the default for any of these items, 
causes the displayed value to be retained. 


9 restart the ADJUST FEDERAL TAX TABLE screen, use the SHIFT 
key together with key 18 (the third key from the right at the 
beep othe keyboard) . 


To save the current screen information and restart the ADJUST 
FEDERAL TAX TABLE screen, enter Y, in response to the SELECTION: 


To return to the System Maintenance Menu at any time, respond to 


any prompt, by pressing the SHIFT key together with key 20 (the 
genes jee at the top of the keyboard). 


STATE TAX TABLE 


To initiate State Tax Table maintenance, enter 2, (for the Henu 


selection, State Tax Table), in response to the "Enter Menu 
Selection" prompt on the TAX TABLE MAINTENANCE Menu. The 
computer responds by displaying the ADJUST STATE TAX TABLE 


pemecn. How to enter sach. Of the .iteme .on . this. screen 43. 


described below. 
STATE CODE 
The State Code is a one-or-two character (alphabetic) code used 


to identify the State, for example: CA, for California. An 
employee cannot be entered into the Employee Master file, unless 


an entry for his State has already been entered into the State 
Tax Table. When the State Code is entered, the compter searches 


the = cm Tax Table file for that State' Ss entry. 


If an entry for the State has already been entered, all the 
current file information on that State is displayed and the 
Screen Selection instructions appear at the bottom of the 
screen. Use the Screen Selection Instructions to make any 
changes. : oe 
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If no entry for the State exists in the State Tax Table file, 


the computer treats this as a new State entry and prOnphs the 


user to enter the next item ("Name"). 


| Using the default (pressing the RETURN a ceae the computer 


to return to the System Maintenance Nenu. 


wen 


Waeeeeee ene Of the State, for example: CALIFORNIA. Up to. 20 


characters (including mL eehe are allowed. 
TAX ID NUMBER 


Enter the Tax Identification Number assigned to the State to 
which the Code applies. Up to 12 characters are allowed and this 


_ Should be a number (99 - 999999). No two States may be assigned 


the same Tax ID number. 


NT NO, 


Enter the number of the General Ledger Account to which Payroll 
Taxes for this State are Epub seus Up to 7 characters are allowed 


for this item. 


The Unemployment Compensation Insurance Limit is the maximum | 
Unemployment Compensation Insurance amount allowed for this 
State. Enter this dollar amount as a number up to 9999.99. 


TAS TYPE 


The Tax Type is al or 2 digit entry (1-99), used to identify 
the type of State Tax to be withheld. Currently, the Tax Type is 
not functional and does not affect Payroll Module processing, 
although a number must be entered. 


‘TAX PERCENT 


The Tax Percent is the percent used to calculate the amount of 
State Tax to be withheld for an employee (during the Calculate 
Payroll processing). This is a flat percentage and graduated 
percentages are not utilized at this time. Enter the appropriate 


percent (0-999.99).- 


If this State does not tax income on a flat percentage basis, 
but on the basis of some other algorithm, additional programming 
on the Payroll Module is beqiit oe for this item. 


RECIPROCAL STATES 
Items 7 through 12 are used to Specify Reciprocal States to be 


used for State Tax calculations. These items are entered as two- 
character State Codes. 


~LOS= 


® 


Currently, the Reciprocal State items are not functional and any 
of these entries do not affect Payroll Module processing. No 
entries currently need be made for these items. Using the 
default leaves these items blank. 


To restart the ADJUST STATE TAX TABLE screen, use the SHIFT key 


together with key 18 (the third key from the right at the top of 


the keyboard). eee 


fo save the current screen information and restart the ADJUST 
STATE TAX TABLE screen, enter Y, in response to the SELECTION: 
prompt. 


To return to the System Maintenance Menu at any time, respond to 


any prompt, by pressing the SHIFT key together with key 20 (the 
rightmost key at the top of the keyboard). | at 


LOCAL TAX TABLE 


To initiate Local Tax Table maintenance, enter 3, (for the Henu 
selection, Local Tax Table), in response to the “Enter Menu 


Selection" prompt on the TAX TABLE MAINTENANCE Menu. The . 
computer responds by displaying the AbJUST LOCAL TAX ‘TABLE 
screen. How to enter each of the items on this screen 1s_ 


described below. 


LOCALITY CODE 


The Locality Code is a one-or-two character (alphabetic) code 


used to identify the City, County, Municipality, eto7s- for 

example: LA for Los Angeles. An employee cannot be entered into 
the Employee Master file, unless an entry for his -Locality..has 
already been entered into the Local Tax Table. When the Local 
Code is entered, the compter searches the Local lax Table file 
for that Locality entry. | 7 ; 


If an entry for the Locality has already been entered, all the 
current file information on that Locality is displayed and _ the 
Screen Selection instructions appear at the bottom of the 
screen. Use the Screen Selection Instructions to make any 
changes. Seat re } | 


If no entry for the Locality exists in the Local Tax Table file, 
the computer treats this as a new Locality entry and prompts the 
user to enter the next item ("Locality Name"). | 


Using the default (pressing the RETURN key), causes the computer | 


to return to the System Maintenance Menu. 


LOCALITY NAME 


Enter the name of the City, for example: LOS ANGELES. Up +620. 


characters (including blanks) are allowed. 
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The Tax Percent is the percent used to calculate the amount of 


City Tax to be withheld for an employee (during the Calculate 
Payroll processing). This is a flat percentage and graduated 
percentages are not utilized at this time. Enter the appropriate 
percent (0-999.99). : ? 


Bee this Municipality does not tax income on a flat percentage 


basis, but on the basis of some other algorithm, additional 


programming on the Payroll Module is required for this item. 


Using the default causes a zero to be entered for this item. 
The Occupation Tax (if any) is a Local Tax on specified 


occupations and is a dollar amount. Enter as a numeric entry (0- 
$999.99). Using the default causes this item to be left blank. 


To restart the ADJUST LOCAL TAX TABLE screen, use the SHIFT key 
together with key 18 (the —— key from the right at the top of 
the keyboard). 


To save che current screen ae restart the ADJUST 
LOCAL TAX TABLE screen, enter Y, in response to the SELECTION: 
prompt. | : | 


To return to the System Maintenance Menu at any time, respond to 


any prompt, by pressing the SHIFT key together with key 20 (the 
rightmost key at the top of the keyboard). 
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MALNILA 3 the ENERAL PDGER TABLE FILE 


The General Ledger Table file provides a listing of the General 


Ledger Accounts used by the Payroll Module posting processes. | 


The General Ledger Table contains 25 records on 3 screens, one 


record for each of the General Ledger accounts applicable to | 
Payroll. Accounts are defined by the General Ledger aceQune . 


Sc eae and an associated text gag eee 
N z ATING GE RAI E BLE AINTAINANCE 


To add, revise or delete an account from the General Ledger 
Table file( Deletion of the entire file is not allowed), enter 6 
in response to the "Enter Menu Selection" prompt on the System 
Maintenance Menu. The computer responds by displaying the first 
ADJUST GENERAL LEDGER TABLE screen. There are 3 ADJUST GENERAL 
LEDGER TABLE screen. Screen 1 contains the listing of the Pay 
accounts (Gross Pay and Other Pay accounts). Screen 2 contains 


the listing of Deduction accounts (Federal, FICA, State, Local 


Tax Withholding and Scheduled Deductions accounts). Screen 3 
contains the listing of Other Deduction accounts Races Non- 
scheduled Deduction and. Net. Pay accounts) . 


The ADJUST GENERAL LEDGER TABLE screens display the 25 G/L 
accounts -applicable, to, Payroil. Each of the. accounts in the 


General Ledger Table file. must also be defined (with the same 
G/L account number) in the Chart of accounts in the GENERAL 
LEDGER module. In the General Ledger Table file, each account is 
defined by the Account Number (up to 7 alphanumeric characters 
are allowed). and a. text description (up to 25 characters are 
allowed). 3 3 


In using these screens, note the following points: 


~ The record niece: to the far left of the screen is not to 
be confused with the General Ledger Account number (under 
the heading, "“ACCOUNT"). 


- The selection. 'p"  de-agnored by the computer, since the 
Genera oi Ledger Table may not be deleted. 


- Responding ee oniy the RETURN key Causes the computer to 
advance to the next screen; i.e., from Screen 1 to screen 
2, from Screen 2 to Screen 3, from Screen 3 to Screen pig 


47 a new General Ledger account to the General Ledger Table, 
enter the number associated with the (Account) Type, in response 
to the "SELECTION" prompt. Then enter the new account number and 
enter the text description (up to 25 characters). To revise ‘a 
current General Ledger account's number or description, enter 
the ‘Type number (to the left of the entry) to be changed. Then 
enter the correct G/L Account Number and/or text ‘GRACE. PESO ToS 


ee 
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An entry of Y causes the records to be stored in the General 
Ledger Table. The computer displays a message indicating the 
number of entries being saved in the file. Entering N causes the 
entries on the screen to be rejected. If the entries are not 
accepted (by entering Y), the screen is restored to the previous 
values. Entering D is ignored, since this file may not be 
deleted. Entering A allows all the records on the screen to be 

added and/or revised, one at a time. | 


To return to the System Maintenance Menu, first be sure that all 
changes are saved in the file, by entering a Y to the 
"SELECTION:" prompt. Then use the SHIFT key together with key 20 
(the rightmost key at the top of ene. keyboard). 
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The Payroll Summary file Seautdes a Bomsl ace Summary on all the 


payroll information (i.e., a summary of all the payroll — data | 


entered for any given day) for each day of the month. The file 


is organized according to the day of the Month, from Day ee to. 
Day 31, with each record in the file corresponding to a day of © 
the month. Each day's record contains payroll information for 


that day broken out by category, such as, Gross Pay, Withholding 
Taxes (Federal, FICA, State and Local) ,: and Net Pay. This 


information is made available on a Single ‘Screen for each day OF: 


the Month. 


To see, revise or update information for any category or 
categories of Payroll for any Pay Period Ending day, initiate 
Payroll Summary file maintenance by entering 7 (for the 
selection, Payroll Summary), in response to the “Enter Menu 
Selection" prompt on the SYSTEM MAINTENANCE Menu. The computer 
responds by displaying the ADJUST PAYROLL SUMMARIES screen. 


The computer prompts for the Day &é the month, which is’ the 
Ending Day (or Pay Day) of the Pay Period, to be referenced. 

Enter the day of the current month to be updated aS a one _ to 
two-digit number, from 1 to 3l. For example, to reference 
Payroll information for the fifth day of - the current month, 
enter 5 in response to the “ENTER PAY PERIOD ENDING DAY:" 

prompt. 


The computer responds by diec tay tnd the Summary totals £or the 
Payroll categories currently stored in the file for that Pay 
day. At this point the user may examine and/or revise any or all 
of these Summary totals. | 


To alter any of the displayed values, enter the number which is 
associated with that value. For example, enter 5, in response to 
the prompt: "SELECTION:", at the bottom of the screen, to revise 
the value displayed for Local Withholding Taxes. To revise all 
the displayed values, enter A then enter the values for each 
category, one at a time. Enter N to reject the entries on the 
screen and return to the ENTER PAY PERIOD ENDING DAY: prompt. 


Enter Y to cause the values currently displayed on the screen to 
be stored in the Payroll Summary file for the specified day. To 
advance to the next Day, (e.g., from Day 5 of the Month to Day 6 
of the HOH s and so on), press the RETURN key. 


To return to the System Maintenance Menu, use the SHIFT key to- 


gether with key 20 cthe rightmost key at the (BOe of the key~_ 


board). 
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MAINTAINING THE STATUS (CONTROL) PILE 


Maintaining the Status (Control) file allows the user to _ add, 


change, and delete information from the Status file. The 
information in the Status file is used to control Payroll module 
processing. | 


CAUTION: 
The Status file must not be deleted, cleared or 
resized at any time. In the event that the Status 
file is damaged or destroyed, a new Status file 
must be created. This new Status file must have 
ali its parameters and specifications for all 


items to be identical with the previous Status 
file. 


fhe Status file functions as both a Control file for the Payroll 


Module and as a referance file to track record counts, next 
Check numbers, etc. These counts are all dynamically and 
automatically updated on an on-going basis during normal Payroll 


processing. 


To initiate Status file maintenance, enter 8 (for the selection, 
Status (Control)) in response to the “Enter Menu Selection" 
prompt on the System Maintenance Menu. The computer responds by 
displaying the ADJUST STATUS FILE Menu. Figure 20 illus- 
trates the Status file Menu. | | 


1. Screen 1 = Report Date, Owner's Name & Aadeeus 


2. Screen 2 Hardware Options, Next Ticket Number, 


Interface Switches and Miscellaneous 


3. Screen 3 = File Definitions 
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Figure 20. Adjust Status File Menu. 


Enter the number associated with the Screen containing the 
information to be added, changed, or deleted. For example, to 
Change the interface between the Payroll] module and the General 
Ledger module from Inactive to Active, enter 2, to access Screen 


2 for this item (Interface Switches). 
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Each of the screens is explained in detail below. 


<— SCREEN 1 ee 
| Se ee Se ee Se a le ae: EE Ee eit ie eS a a ee ee ee Oe a Ae See te ee ee ees oe Se ee er ee a a ee Be 
screen 1Bii Sasa noo= ADJUST STATUS FILE. SER aS es 7 04/15/80 
1. Report Date O4/157B0 Gay Go. | 
2. Owner's Name Acme Tile Inc 
3. Owner's Addr Linel 123 Fourth St. 
4. Owner's Addr Line2 Pittsburgh 
5. Owner's Addr line3 Pa . 
6. Owner's Addr line4 15200 
SELECTION |Y =Accept|D =Delete _|'RETURN' =Screen Advance 


|N =Reject|A =Change all|'LINE #' =Change one field 
Figure 21. Status File Maintenance - Screen l. 


Figure 21. illustrates Screen 1 with sample responses provided. 


ocréén «1 -allows. entry “of the’ report. date and owner's. 


information. The report date is automatically entered in the ; 


Status file when the Payroll Module is initiated via the "Enter 
Report Date" screen. | 


SCREEN 2 


|-------------------------------=-------------------------------- 
[Screen 2.8.2 ======== ADJUST STATUS FILE ===s====s== 04/15/80 
| - | Seay we | 

|-- HARDWARE OPTIONS -- oo-~ NEXT TIME CARD NUMBER -- 

ll. Printer: Baud Rate -..9600. .: 9- Next Time Card Number — 1 
[2. Printer Nulls 0 6. Next Paycheck Number . 201 
: 

|-- ACTIVE INTERFACES -- = |. == MISCELLANEOUS -- 
I3. Job Management Module t+ 72: 61? Code Length ) s 
|4. General Ledger Module dG = 7 | | 

| 

| 

| | | : = | 
[SELECTION |Y =Accept|D =Delete | "RETURN' =Screen Advance 

| 


I" =Reject|A =Change all|'LINE #' =Chancge one fiela 
Figure 22. Status File Maintenance - ec reene as | 


Figure 22 illustrates Screen 2 with sample responses provided, 
screen 2 contains hardware options and -module interfaces, as 


well as providing an up-to-date count of the next sequence 


number to be used for Time Cards and Paychecks. The maximum 
number of digits allowable for the Zip code in addresses is also 
specified. Messages describing how. to Specify each of these 


items are displayed on the screen, when ale user specifies the 


particular item to be changed. 
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Note the following Status file defaults: 


- 1200 baud is the default printer baud rate when the system 
is first initialized. 


- Zero is the default for the printer nulls. 
- All interfaces are set to not interfaced by default. 
- The sequence numbers are set to one. 


- The Zip Length is set to 5 


Prompts are displayed when each of the items is edited to assist 


1. Payroll Descriptions 1l i 


This screen for display only - Press RETURN to continue 


the user. 

SCREEN 3 | 
| ---~-----------++--~---------------------- = + - = - == = === -- === 
aaa 2.8.3 s=zsse=== ADJUST STATUS FILE ========= 04/15/80 : 
| File Name Entries nA LOSE “Current Entries Hash Value : 
ll. Time Card 300 + 199 | 
12. Accrual 200 | 199 | 199 | 
|3. Employee Master 200 oS 199 199 | 
|4. Federal Tax Tables 25 ae 3 23. 
|5. Payroll Summary 50. | A: ; | 
16. YED Totals 200 : 199 . 199 | 
|7. General Ledger Table 30 = 25 | 
[8. Department 200 | 199 199 | 
19. State Tax Tables 11 | 11 13 
f10. Local ‘Tax Tables 6 | 2 4 | 
[1 
| 
& | 


Figure 23. Status File Maintenance - Screen 3. 


Figure 23 illustrates Screen 3 with sample values provided. 


Screen 3 specifies file definitions for all the Payroll files. 
These numbers are for the user's information only. They should 
not be changed after Installation of the module. For example, 
changing the Maximum Allowed number does not make the file 
larger. | : 
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MAINTAINING THE PAYROLL DESCRIPTION FILE 


The Payroll Description file contains the text descriptions of 
the Other Pay, and Other Deductions (Non=-scheduled), which 


appear on the screens during the Enter Time Cards and Correct 


Time Cards functions, as well as the text descriptions for the 
scheduled Deductions contained in the Scheduled Deductions file. 


The user may not alter any text descriptions of these items 
during either Time Card entry, Correcting Time Cards or mainten- 
ance on the Scheduled Deductions file. To add, change and/or 
delete a text description, the user must ale cae maintenance on 
the Payroll Descriptions file. 


The Payroll Descriptions file contains the cone See for 


the following 19 items: 
- Other Pay (1-8) 
- Other Deductions (Non- scheduled) 1-5 
- Scheduled Deductions (T=6) 


The text descriptions of any of these items may be altered. 


To initiate Payroll Descriptions maintenance, enter 9 (for the 
Menu selection, Payroll Description), in response to the “Enter 
Menu Selection" prompt on the System Maintenance Menu. The com- 


puter responds by displaying the ADJUST PAYROLL DESCRIPTIONS 


Screen. 
NG THE T PAYROLL DESCRIPTION REE 


. Enter the number associated with the item to be added, changed 

and/or deleted, in response to the SELECTION: prompt at the bot- 

- £OM. OL the “screen. ~PoOr Gxanple;*- enter 14, --to-change the 
description associated with Scheduled Deduction l. 


Using the default (presSing the RETURN key) causes” ‘the displayed 
value to be retained. : 


It is recommended, that at least one item of Other Pay, one item 
of Otner Deduction, and one item of Scheduled Deduction, have a 
description of "Other", or "Miscellaneous" to be entered, to 
handle unforeseen entries for these types of items. | : 


It is also recommended that any unused items not be left blank. 
Enter a dash (-), or some other characters, so that during Time 


Card entry, correcting Time Cards, etc., the user is not tempted 


to erroneously enter a value for an unused item. 


To restart the ADJUST PAYROLL DESCRIPTIONS screen, use the SHIFT 


Key together with key 18 (the third key from the right at. the 
top of the keyboard). — : 
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To save the current screen information and return to the System 
Maintenance Menu, enter Y, in response to the SELECTION: prompt. 


To return to the System Maintenance Menu at any time, respond to 


any prompt, by pressing the SHIFT key together with key 20 (the 
rightmost key at the top of the keyboard). : 
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Chapter 15 


USING FILE AND SYSTEM UTILITIES 


This chapter describes how to use File and System Utilities to 


perform a variety of functions. The File Utilities aliow the. 


user to perform the following functions: 


1. 


Delete any Payroll Module file, except the Status 
Eile, which cannot be deleted. 3 


NOTE: If.any fille is deleted and not subsequently 
rebuilt sing the Sulld File Utility) before exit- 


ing from .the File Utility Function, the Payroll 


Module will not run. In such an event, a series of 
ERROR Messages results. To handle such a_ situation, 
the user must return to the File Utilities function 
(System Maintainance Menu Selection 10) and build the 
missing file, using the Build function. 


Clear any Payroll Module file (except the Status 
file). Clearing a file causes all the records in the 
file. to be 6et £0 f@erco, Sut the file itself is not 
deleted. When a file is cleared, the record count for 
that file which is maintained in the Status file is 
set to zero. 


Resize any RSAM file. When a file is resized it is 
made bigger and the file size (i.e., Maximum number 
of records Possible), as maintained in the Status 
file, is revised to reflect the new file size. 


Refer to Chapter 13 for additional information on 


Sizing files. 


Build (i.e., Create) any Payroll Module file. When a 
file is DULLt; the file size, as main- 
tained in the Status file, is revised to reflect the 
new file size. When a file is built, the records for 
that file are initialized (i.e., set) to zeroes. 


Files are always built on a Payroll Data Diskette 
(IBSDATA) and the Drive in which the diskette Is 
inserted (e.g., Drive 1) is indicated when the file 
is defined. When a file is defined, the file size is 
specified by the user, or by default. 
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2» Move any Payroll Module file from one Payroll Data 

Diskette (IBSDATA) to another IBSDATA Diskette. When 
a file is moved, it is copied from the oid diskette 
to the new diskette, then deleted from the old 
diskette. Always specify which Drive (e.g., Drive 0) 
contains the diskette from which the file is to be 
moved and which Drive (e.g., Drive 1) contains the 
diskette to which the file is to be moved. 


These Be ities may be used (aS indicated) on the following 


Payroll Module files: 


Enployee (Master) file 
Year-to-date Totals file 
Department (Master) file 
Time Cards file 
Accrual file 

Federal Tax Tables file 
State Tax Tables file 
Local Tax Tables file 

9. General Ledger Table file 
10. Payroll Summary file 
ll. Status (Control) file 
i2. Description Table file 
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The System Utilities allow the user to perform the following 
functions: | 


1. Change the System Date. The user can specify any | 
date as the Report or System date. : 


-2. Prepare and format a new diskette to be used as a 
a new Payroll Data Diskette (IBSDATA). 


3. Print a Disk Catalog. The user can print a listing 
of the files on the Beyrott Data Diskette PTEBDA DA 
at the printer. 


4. (Create a Back-up Diskette. Copying the Payroll 
Data Diskette (IBSDATA) to another data diskette 
aS a Back-up is a normal part of Payroll processing 
and should be performed on a Regular basis. 


both File Utilities and System Utilities are accessed through 
the System Maintenance function. To initiate System Maintenance 
for any Utility, use the Payroll Maintainance diskette, which 


displays the System Maintenance. Menu. To use any of the 


Utilities, enter the Number associated with that Utility in 
response to the "Enter Menu Selection" prompt on the System 
Maintainance Menu. For example, to access any of the File 
Utilities, enter 10 in EoePonse to the "Enter Menu Selection" 
prompt. | | 


ee 


USING FILE UTILITIES 


To use any of the File Utilities to delete, clear, resize, 


build, or move a file, enter 10 in response to the "Enter Menu 
Selection" prompt on the System Maintenance Menu. The computer 


responds by displaying the PAYROLL FILE UTILITIES Menu. Figure . 


24 illustrates the PAYROLL FILE UTILITIES Menu. 


Sereen: 2410 =2e25 PAZROUL FILE UTILITIES: ==2e=e=== ~*117 20780. | 
| | | | 
FILE NAME | FUNCTION | 
acs ates wets nang tee es Ss ns cage eee reo ane ata me | 
| 1. Employee Haster 7. State Tax Tables 1. Delete 
| 2. Year-to-date Total 8. Local Tax Tables 2. Crear 
| 3. Department Master 9. General Ledger Table 3. Resize 
| 4. Time Cards 10. Payroll Sumnary 4. Build 
| 5. Accrual ll. Status (Control) 5. Move | 
| 6. Federal Tax Table 12. Des¢ription: Table 
! | 
| 


SELECT Pili e=> | SELECT FUNCTION --> | 
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Figure 24. The PAYROLL File Utilities Menu. 


To use any. Of -the ULiligiers aa shown in Figure 24, enter the 
number associated with tne file to be worked on, in response’ to 
the SELECT FILE prompt; then enter the number associated with 
the Utility to be used, in response to the SELECT FUNCTION 
prompt. For example, to clear the Local Tax Tables file, enter 
8, in response to the~ “SELECT FILE “prompt, then enter 2 in 
response to the SELECT FUNCTION prompt. | : 


The computer responds with a message indicating whether the 


Utility function can be used on the Tile selected. “If s0, the 


computer asks whether the Utility function selected 1s to be 
perrormeds Enter Y<to continue. | : . 


1) -feturn to 6the “system” Maintenance Henu, use tie SHIFT key 
together with key 20. | | : 
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USING SYSTEM UTILITIES 
To use any of the System Utilities, enter the number associated 


with that System Utility function in response to the "Enter Menu 
Selection" prompt on the System Maintenance Menu, as follows: 


Enter pie) 


ll Change the System Date. The user can specify any 
date as the Report or System date. 


12 Prepare and format a new diskette to be used as a 
a new Payroll Data Diskette (IBSDATA). 


: Ee. Print a Disk Catalog. The user can print a listing 
of the files on the Payroll Data Diskette at the 
printer. 

14 Create a Back-up Diskette. Copying the Payroll 


Data Diskette (IBSDATA) to another diskette to be 
used aS a Back-up, iS a normal part of Payroll 
procesSing and should be performed on a Daily 
basis. 


15 Exit to another Module. The user can exit from 
Payroll Maintainance to the Payroll Module or an- 
other module of the Integrated Business System. 


Using each of these System Utilities is described below. 
CHANGING THE SYSTEM DATE 


To change the current System (or Report Date, the two dates are 
identical) Date, whether as a correction, or to enter any date 
(past or future) as the current System Date, enter 11 in 
response to the prompt on the System Maintenance Menu. The 
computer responds with the message: 


Please enter the REPORT DATE below 
mm/dd/yy 


Enter either today's date or the date you wish to assign, using 
, . two digits for the Month, Day and Year, respectively. Dashes (-) 

or Slashes (/) may be optionally used to separate the Month, Day 
— and Year. For example, to enter January 9, 1980 as the Sys- 
tem Date, any of the following entries are acceptable: 


01-09-60 
01/09/80 
010980 
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The date entered becomes the System Date for all subsequent 
functions during this run, unless altered again. Once this 
Utility is initiated, you cannot return to the System 
Maintainance Menu without entering a date. The computer displays 
the date entered and prompts to verify that the date is correct. 
Enter N if the displayed date is incorrect and re-enter the 
date. Enter Y if the displayed date is correct and press the 
RETURN key to return to the System Maintainance Menu. Note that 
the altered date is now displayed as the System Date on _ the 
Menu. | , 


PREPARING A NEW DATA DISKETTE 


A Payroll Data Diskette (IBSDATA) must be formatted before it 


can be used to store data or aS a Back-up Diskette. Therefore, 
whenever preparing a new diskette to be used for the first time, 
whether for installing the Payroll Module, creating a Back-up 
Data diskette, or preparing an additional IBSDATA diskette to 
hold more data, the disk must be formatted by using the "Prepare 
a New Diskette" System Utility. Diskettes which have already 
been formatted and used, need not be formatted through this 
Utility | 


NOTE: When any diskette is formatted through the "Prepare a New 
Disk" System Utility, all the data (if any) contained on the 
diskette is completely erased during the Formatting process. 


To format and prepare a diskette, insert the diskette to be for-_ 


matted into the Right Drive (Drive 1). Be Sure that the notch is 
covered with a Tab. To > format the . diskette, enter 12, - in 
response to the "Enter Menu Selection" prompt on the System 
Maintainance Menu. The computer responds with the message: 


Place the disk to be used for Payroll Data ari: 
DRIVE 1. Press RETURN when you are ready. 


Press the RETURN key to continue. The computer automatically 


formats the diskette and returns to the System Maintainance Menu 
when the format function is completed. 


PRINTING A DISK CATALOG 


To print a listing of all the files on the Payroll Data Diskette 


(IBSDATA) at the printer, enter 13 (for the Selection, Print a 
Disk Catalog) in response to the "Enter Menu Selection" prompt 
on the System Maintainance Menu. Be sure the printer is hooked 
up. The computer responds: with the message: 


Enter Drive Number 
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Enter the Drive Number of the Drive containing the IBSDATA disk- 
ette (e.g., 1). The listing of the IBSDATA files is immediately 
printed at the printer, broken out by File Type, Number of 
Records per file, File Length, Number of Sectors per file, etc. 
The computer automatically returns to the System Maintenance 


Menu upon completion of this Utility function. 


Making a Back-up Diskette is an essential part of Payroll | 
processing activity and should be performed on a daily basis, if 
not more often. The purpose of making a Back-up Diskette is to 
insure that information which is contained on the Payroll Data 
Diskette (IBSDATA), is not lost or inadvertently destroyed. If 
the IBSDATA diskette is damaged (e.g., by a coffee spill, bent, 
brought too near a magnet), lost or stolen, the information 
contained on that diskette is forever lost unless a Back-up copy 
of that Diskette is available. © | 


If a Back-up diskette has been made and the IBSDATA diskette is 
lost or damaged, any information entered on the IBSDATA diskette 
and not yet copied to the Back-up diskette, must be re-entered 
to the Back-up diskette. | “ee | 


A Back-up diskette is an exact copy of the IBSDATA diskette. All 
the information contained on the IBSDATA diskette is copied onto 
the Back-up diskette. Any prior information that may have been 
contained on the Back-up diskette is completely deleted and the | 
new IBSDATA information replaces it. Thus, the same Back-up 


diskette may be used again and again. 


THE BACK-UP DISKETTE PROCEDURE) 
to make a Back-up diskette, use the following procedure: 
1, Insert the protected IBSDATA diskette in Drive l. 


Insert (or Check to see) that the Payroll Data Diskette 


 {IBSDATA), which is to be copied from, is inserted into the 


Right Drive (Drive 1), with its notch UNCOVERED by a tab. If the 
notch is covered by a tab, remove the tab and insert the 
diskette into Drive l. | : 7 : 


2. Enter System Maintenance 
To initiate System Maintenance, use the Payroll Maintainance 


Diskette (PRMASTER2). The computer displays the System 
liaintenance Menu. This menu lists all the Payroll Module files 


(and also lists Utilities which may be used to perform specific 


functions). 


~Lige 


3 Specify the "Create a BACK-UP Disk" Utility 


Enter 14 (for the item, Create a BACK-UP Disk) in response to. 


the "Enter Menu Selection" prompt on the System Maintenance 
Menu. The computer responds with an instruction screen, with 


4. Changing Diskettes 


Change diskettes using the following procedure: 


1) Remove the Payroll Maintainance Diskette (PRNASTER2) © 


from the Left Drive (Drive 0) and place it in its 
envelope. | | 


2) Remove the Diskette to be copied (IBSDATA) trom the 


Right Drive (Drive 1) and insert and lock it into the 


Left Drive (Drive 0). Be sure that the Diskette to be 
coplea (IBSDATA) has its notch UNCOVERED. | 


3) Insert and lock the Back-up Diskette, which is to. 


receive the copy, into the Right Drive (Drive 1). Be 
Sure that the Back-up Diskette has its notch COVERED 
with a Tab. Unless the Back-up Diskette has its notch 
covered with a tab, it cannot receive the copy. 


5. Enter Y 
Enter Y in response to the prompt: 

Do You wish to continue? (Y/N) 
in order to make the Back-up copy. The computer automatically 
makes the copy (this may take a few minutes and be accompanied 
by clicking sounds), after which it prompts you with a > 


Character. At this point, remove the Back-up Diskette from Drive 
i and return it to its envelope for safe-keeping. 


7h, 


Remove the IBSDATA Diskette from Drive 0, being: «sure .-to- cover 


the notch with a Tab and insert it, with the notch COVERED, back 
-20G) Drive 1, | | 


insert the Payroll  Maintainance Progran Diskette (PRNASTER2) 


back into the Left Drive (Drive 0) and resume System 
Maintainance Processing. : | 
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EXITING TO ANOTHER MODULE 

To exit from the System Maintainance Menu to the Payroll Module 
Primary Option Menu, or to another module of the Integrated 
Business System, enter 15 (for the item, Exit to another 
module), in response to the “Enter Menu Selection" prompt on the 
System liaintainance Menu. ? 


The computer Gisplays the message: 
INSERT DISKETTE AND PRESS RETURN 


Remove the Payroll Maintainance diskette (PRMASTER2) from _ the 
Left Drive (Drive 0) and replace it with the diskette of the 
module (or the Payroll Program diskette, PRMASTER1), you wish to 
use. Lock the new diskette in Drive 0 and press the RETURN key 
to proceed. She 


a 


Chapter 16 


OTHER PAYROLL MODULE INFORMATION 


This chapter provides information on how to interface the 
Payroll Module to other Modules in the Integrated Business 
System. Information on using external printers is also provided. 


JODULE 


The. Payroll Module can maintain active interfaces with either or 
both of the following two other Integrated Business System 
Modules: | | 


1. Job Management Module 
2. General Ledger Module | 


To interface the Payroll Module to either or both of these other 
Modules, use the System Maintainance Menu to access the Status 
file (System Maintainance Menu Selection 8). Specify the 
interface on the second Status File WMaintainance screen, as 
follows: | | | | 


Interface li Enter escriptio: 
Job Management — a Specifies No interface. 
Zz : Specifies an Active 


interface. Be sure the 
Department Numbers for 
both Modules match. 
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General Ledger 1 | Specifies No interface. 
2 | - Specifies an active int- 
erface. Posted trans- 


actions are passed to 
the General Ledger Mod- 
ule which posts them. Be 
sure the General tLed- 
ger account numbers in 
the Payroll Module Gen, 
Ledger Table file match 
the General Ledger Mod- 
ule account numbers. 
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"ERNAL PRIN 


A wide variety of printers available on the market may be used 


in conjunction with the Payroll Module. However, certain 


features are required for the printer. 
The printer should be plug-compatible with the Compucorp model. 


The printer must be 132 columns wide and a tractor feed for the 
computer paper is preferred. Standard Check forms for payroll 
checks can be ordered and most reports utilize the 132 column 


The printer should be capable of printing the full 96 ASCII 
Characters and both Upper and Lower case letters (Although Upper 
case only is possible, in which case report formats are altered 
somewhat). 


To set the baud rate and the number of nulls, access the Status 
file through the System Maintainance function. The baud rate is 
the speed at which data is sent from the computer to the printer 
and the number of nulls is the number of non-printing delay 
Characters (to aliow time for the printer to execute the 
carriage return). Tne default baud rate is 1200 baud and the 
aqerault number of nulls is zero (0). Unless the baud rate for 
the Payroll Module matches the printer baud rate, the printer 
only prints gibberish. : | 


Tne baud rate and the number of nulls is specified by accessing 
the Status Control file (System Maintenance Menu Selection 8) to 
the secona screen ana is specified under the heading, "Hard- 
ware Options". Enter the baud rate (e.g., 1200, 9600) and the 
Pamper or nulls (e.g., 0, 1) to match the printer specificat- 
ions. : 7 3 
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